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The Marchant Transflo...the calculator that ends time-wasting hand figuring ... increases 
productivity 25 per cent! @ Take invoicing, for example. Suppose you're multiplying 24 items 
at $1.25 each and want to take a 15 per cent discount. You just transfer the 24 x $1.25 
answer back to the keyboard dials with the exclusive back transfer key. Then multiply by 15 
and there's the answer...instantly transferred in a single cycle. No re-entry required. @ Contact 
your nearest Marchant representative to see the Transflo on your figurework, or simply clip 
the coupon and mail today 


FREE "MARCHANT METHODS application case studies 
tailored to your business. Over 200 specific industry studies 
available. Let a Marchant man show you how to handle figure 
work faster and more accurately. Just mai! this coupon for your 
free “Marchant Methods.” Smith-Corona Marchant, 410 Park 
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You Owe It to Your Overhead 


to see this 


ALL-NEW 


Copease Champion 


New efficiency inside - New styling outside 


New performance, too! 


The Copease Champion’s exclu- 
sive Posi-Contact exposing process 
gives finer copies than ever be- 
fore possible on any comparable 
machine. This unique negative-to- 
original contact gives top quality 
copies with all the speed and 
convenience of a rotary copier. 
You’re assured good copies of the 
most difficult originals. And 


there’s no dial adjustment for 96% 
of all copying. Paper waste prac- 
tically disappears because guess- 
work is eliminated. 

The result? Unbeatable operating 
economy. Tests by America’s lead- 
ing corporations prove that the 
new Copease Champion produces 
high quality copies more economi- 
cally than any comparable machine. 


Peseceeseeeseeees sess eeseseeresssy 


SEND NOW 
FOR COMPLETE 
INFORMATION 


Copease 


PCOPIER 


> 9 One 


COPEASE CORPORATION, Dept. 0-3 
425 Park Avenue, New York 22, N. Y. 
[J I want a free 3-day trial of the new Champion. 


(] Send free literature on the new Champion. 
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Even infrequent mailers need a Phillipsburg Inserter 


A mailing deadline promptly met is a 
measure of your service—no matter how 
infrequent the mailing. You too can 
reach your customers at a moment’s 
notice, without disrupting your office or 
plant routine. Automatically and effi- 


Write for complete information on 
the mailing advantages and conven- 


iences of a Phillipsburg Inserter. 


ciently, the Phillipsburg gathers, nests, 
opens envelopes, inserts, seals envelopes, 
prints indicia, counts and stacks up to 
6,000 pieces per hour. An operation that 
can be run by a single unskilled person. 
Pays for itself within three to four years. 


FINER PRODUCTS THROUGH IMAGINATION 


Bell & Howell Company 
PHILLIPSBURG INSERTERS 
14 East Jackson Boulevard 
Chicago 4, Illinois 0361 
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Management May Be at Fault When an Employee “Goes Sour” on the Job 
The trust imposed upon a supervisor requires a thorough investigation 
to determine the actual causes and correct solution to an employee's 
failure at the job for which he was chosen. M. K. Morris 

Seek Strength, Not Weakness, in Appraisal Interviews 
An appraisal and counseling program need not correct a single ¢ em- 
ployee weakness; yet be valuable if it discovers top flight men who 
otherwise would escape attention. ROBERT HopPock 

Better Systems Arose Out of Earthquake Horror . 

How an American expert helped the Chilean government improve its 
paperwork after the devastating earthquake last year. 
CLARK L. SIMPSON 

Administrative Salary Survey 
Salaries of some higher paid office personnel are reported | in this 
survey by the Bureau of Labor Statistics of the 2: eat of Labor. 

LOF Office Building Is Glass Showcase iain 

How to Conduct a Statistical Survey. 

The step-by-step procedure for accurately gathering specific informa- 
tion from a large volume of data by statistical sampling. 
BENJAMIN J. MANDEL 

Mechanized Job Timekeeping Is Faster and More Accurate... . 

How Three Techniques Increased Printing Capacity 50% 

Efficient workload allocation, offset equipment and facsimile master 
preparation helped Admiral Sales Corp. raise production by 50%. 
BERNARD HEINRICH 

Sound Organization Is the Basis of Good Management 
A horrible fate may engulf us if we do not revamp and revitalize our 
organizational structures. MILTON REITZFELD 

Early Retirees Offer Brainpower at Low Cost 

Tickler File Keeps Executives Up to Date on Status of Projects. 

Are You Employing “Workless Workers”? 

How Delegated Authority Can Be Indicated by Machine... . 

How to segregate delegations and arrange them to best help super- 
vision attain its objectives. JOHN B. MCMASTER 

A Census of Computers 

Computer Print-Out System. __ . 

Computer Tape File Rolls Where ‘Needed. 

The Typetronic Computer and — Card Writer 

The Recomp III Computer 

Alphanumeric Page Reader . 

Transmits Data Via Telephone 

To Double Univac Speed 

Character Reading Machine 

Conveyor Tube System Speeds Order Handling. 


THE OFFICE Product Index New Products 

New Books Literature from the Manufacturers ... 
Camera! News of the Office 

Right or Wrong in Employee Relations 141 News of the Industry . 

Annual Office Management Forum ... 148 National Conference & Exhibit Calendar 
Automatic Systems As We See It 


CIRCULATION OF THIS ISSUE OVER 58,000 





NOW! You Can Double 


the Productive Output of Your 
EDP Equipment with PEE CEE 
Pressure Sensitive Labels 


YOU CAN KEEP your tabulating equipment 

operating more hours per day, efficiently . . . eco- 

nomically ... with PEE CEE machine accounting 

pressure sensitive labels... 

YOU CAN TRANSFER existing input data to 

PEE CEE fan fold or roll pin feed labels for such 

important operations as inventory control, account 

distribution, file storage, bin markers, recorded reel! 

identification, account ledger, file folder, address- 

ing and many other uses. 

NEW pastel colored pressure sensitive labels for 
index filing. 

NEW super strength pressure sensitive labels for 
extreme high-speed tab machine conditions. 


Shows actual application of various ma- | 
chine accounting uses of PEE CEE pressure sensi- 
us 


ee lee tive labels... FILL OUT COUPO MAIL TODAY. | 


S21 North La Brea Ave. + Los Angeles 36, California | 
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even the 
smallest office 
can afford 

24 SINCE Webster 

BE communications 


syiTariesea eat ‘20a 


Me rcletalk 


Low-cost, but versatile intercom 
for smaller offices. 1000 Teletalk 
serves 10 or fewer stations 

with crisp, clear, two-way voice 
contact. A flick of a switch 
Saves steps, time and tempers — 
saves your telephone for 

those important outside calls. 
Bulletin TT63-3 gives 

complete information. Write! 


The 1000 Series is self-contained in 
a trim, walnut grained plastic 
cabinet with gold-toned grille. 
Combination talk-listen-dictate 
switch simplifies operation. 


COMMUNICATIONS DIVISION 


WEBSTER W ELECTRIC 


| RACINE-wis 
franklin odv, M173 
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This index, prepared for your convenience, lists the products and services adver- 


tised in this issue. 


Refer to pages listed for information on each. 


Further details 


can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. 


Reader inquiry card numbers are at the 


bottom of individual advertisements. 


PRODUCT 


ACCOUNTING BOARDS 
Royal McBee 


ACCOUNTING MACHINES 
Monroe 
National 


pone MACHINES 


ADDRESSING EQUIPMENT 
Addressograph 118 
Cheshire 

Master .. 

Quik-Kards 

Thermo-Fax 

Zip-O-Riter 


ADDRESS LABELS 
Dupli-Snap 
Pee Coe ......... ; 


ADHESIVES 
Kleen-stik .... 


BINDERS 
Accobind 
Faultless 
Visi-Ref 


BINDING, PLASTIC 
Plastico 


BLUEPRINT FILES 
Confidential 
Glider 


BOOK RACKS 
Rol-Rack 

BRIEF CASES 
Stebco 
CALCULATORS 


Comptometer 
Diehl 


CALENDARS 
Ever Ready 


CAMERAS 
Goodkin 
Sharpshooter 


CARBON COPY SETS 
Carbonsets 

Exico 

Huron Copysette 
Letterex 
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Colental Fastest: 

Columbia ... 

Electro-Write 

Plastisol 
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Webster 


CASH REGISTERS 


2 CASH REGISTER PARTS 


Cashere 
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CHAIR COVERS 
Coverteers 
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Bevco 
Clarin 39 
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CLEANING CLOTHS 
Masslinn 26 
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Col-A-Tron 
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5 Plan-O-Board 
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Rite-Line 


COPYING MACHINES 
Arcor 
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Copease Champion FAT 
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Speed-O-Print 

Thermo-Fax 
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CORNER ROUNDERS 
Lassco 
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Multiple-Tally 


DATA PROCESSING, vena 


Flexowriter 
Formscard 
Hano 
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Roytape 
Speedrack 


266 
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a MACHINES 


Force .... 
; ao an-Dater 


DESKS 
Arnot 
Flex-Eze 
Jasper 


220 DESKS RACKS & TRAYS 


| 8 Rr oe 
Kleradesk 

Rubbermaid 

Two-Way 


DESK SLIDE COVER 
Viso-Deskplate 


DICTATING MACHINES 
Dictaphone 

Norelco 

StenOtape 


DRAFTING MATERIALS 


3 Alvin 


Para-Tipe 


7 Snopake 


Zip-A-Tone 
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DUPLICATING SUPPLIES 
Colonial 

Columbia 

Flagship 

Plastisol . 

Sta-Clean 

Sure-Rite 

Webster 


...146, 147 
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Copy-rite ..... 73 
Ditto Inner Back Cover 
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EASELS 
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ENVELOPE OPENERS 
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Foot Comfort 
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Auto-Folder .. : 
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Formscard 

Meno ..... 
International 
Quik-Rite 
Rogersnap .... 
Snap-A-Way 
Speediflex 
Stevenson & Smith . 


S Transkrit ..... 
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Saunders 


GRAPH pAreRs 
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Teletalk 
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Pee Cee .... 


LADDERS 
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MACHINE PADS 
Unda-Wunda . 


MACHINE PANEL RACKS 
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MAIL BAGS 
Security ; 
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Stevenson & Smith 
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Ever Ready . 
Morris 
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Documat 

Filmarcor 

Thermo-Fax 
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Autographs . 242 
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Triumph 
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Paper Welder 


PAPER ene <¢ eentintcs: 
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Auto-Shred . , 293 
Destroyit ...... ; 208 
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PAPER TAPE 
Perfection 
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“PACKAGED” 


UNIQUE PORTABILITY 


.. documents are in handy boxes. 


NEW FLEXIBILITY 


.. simpler to change and expand. 


DOLLAR SAVINGS 


..in equipment cost, clerical time. 


UNIT SPACEFINDER*%*, 
an exclusive, revolutionary 
filing system, provides un- 
equalled flexibility. 


FILING 


UNIT SPACEFINDER BOX. 


CREEL 


The unique hanging box, bt) eee 


combined with a sturdy, free- 
standing frame, is the secret 
of the system’s success. 


Boxes, which slide back 
and forth on rails and can be 
carried anywhere, “package” 
documents for most efficient 
finding and filing ever known! 





For More Information Circle No. 444 


TWELVE PAGE BROCHURE 

will show you money- UNIT 
saving secrets of ygiwagiia: 
Unit Spacefinder BROCHURE 
and Spacefinder Fil- 


ing System. 
TrAEe 


PRODUCTS CO. 


HOME OFFICE: 995 MARKET ST. SAN FRANCISCO 3, CALIFORNIA 
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PAPERS, CARBONIZING 
Schweitzer ne 


PAPERS, COPYING 
Copymaker oan 


eg Bae, 


PAPERS, DUPLICATING 
Executive 
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Graphicopy ......... 
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Rite-Copy 
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PAPERS, INDEX 
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PAPERS, LETTERHEAD 
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Atlas .. 
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PENCIL SHARPENERS, a 
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PENCILS 
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StenoStik 
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Handi-Pen 
Koh-I-Ball 
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Scotty 


PHOTOCOPIERS 
(See Copying Machines) 
PLASTIC, EXTRUDED 
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POSTAGE METERS 
Pitney-Bowes . 31 


POSTING EQUIPMENT 
P.E.C. Matic 


PUBLICATIONS 
La Oficina . 
Systemation 


PUNCHED CARD Sompsnen 
rr 


RADIO, TWO-WAY 
Pocketphone 


RECORDS STORAGE BOXES 


233 


290 
44 


RIBBON TESTING MACHINE 
Simonye ° 


RIBBONS, 
Allied ... 
Codo 
Columbia 
Guyenne .... 
Storms ... : 
Super Kemlon 
Webster 


SAFES 
Ever-Safe 
Fire-File 
“ Fee 
Meilink 


SORTERS 
Sort-O-File 


SOUND CONTROL 
Acoustinet : 


SPOT CARBONIZING 
Transkrit 


STAPLERS 


STAPLERS, ELECTRIC 
Bates 
Staplex 


oo SHELVING 


STORAGE es 
A-M ; 
Borroughs ; 


STUDY COURSES 
Business Electronics 
Systemation .... 


TABLES 
ES icc wahis wen 
Tiffany 


TAPES, COMPUTER 
Roytape Outer Back Cover 


TAPES, PAPER 
Perfection 


205 


237 
69 


109 


TAPES, SELPASNESIVE 
Kleen- stik 


PAGE PRODUCT 


TAPEWRITERS 
Flexowriter 


TRAPHONS | HOLDERS 
Morris 
Tele-Rest .... 


TELEPHONE INDEX 
Visi-Ref 


TELEPHONE NOISE : CONTROL 


250 Hush-A-Phone . 


TOLETYOOWRITERS 
Teletype 


TEMPORARY HELP 


9 Manpower 


TIME RECORDERS 
Jobmaster eee 
Tym-an-Dater 

TYING MACHINES 


Bunn 
Pak-Tyer 


TYPE CLEANER a 


TYPE COMPOSING MACHINES 
Headliner 71 


TYPEWRITER JUSTIFIER 
Marginator ; 


TYPEWRITER PADS 
Unda-Wunda 


TYPEWRITER PARTS, TOOLS 
Dreusicke 29 
Fedron ; 

Futuristic Galaxie 


TYPEWRITER TYPE, SPECIAL ia 
Typit 


TYPEWRITERS, 
Royaltyper 


TYPEWRITERS, 
Adl 


Olympia ...... ; 


TYPEWRITERS, 
Adler 
Olympia ....... 


TYPING CORRECTOR 
Ko-Rec-Type .. 


UPHOLSTERY 
Coverteers ..... 


VISIBLE AIDS 
Arlington ... 


maa soeenbomtte 

Goodk Lee 

Soepehettes A 207 
135, 136, 137 
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Dictaphone, Time-Master, Dictabelt are registered trademarks of Dictaphone Corporation. 








There’s 


your place. 


No question about it. 


What a difference between invisible recording 
media and unique, red Dictabelt® records! 
Dictabelts record visibly. Playback takes only 
seconds—a big timesaver for busy people. 


They cost only 4¢ each so you never re-use 
them. You dictate on a fresh, clean surface 
every time. Only the Dictaphone Time-Master® 
uses Dictabelt records, and it’s the most auto- 
matic dictating machine. Call or write your 
nearest Dictaphone office for a demonstration. 


ae 


THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... Dictaphone CORPORATION 


Dictaphone Corp., 730 Third Ave., N.Y. 17, N.Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford P!., London W.1, England 
For More Information Circle No, 341 
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Management May Be at Fault 


When an Employee 
“Goes Sour” 


M. K. MORRIS, President, 


On the Job 


Morris Business Engineering Service, Springfield, Mo. 


HEN AN EMPLOYEE “goes 
sour” on a job, with quantity or 
quality falling below production stand- 
ards, management and not the employee 
may be at fault. But all too often, 
management applies the guillotine meth- 
od to solve the problem, and the em- 
ployee pays the full penalty. However, 
making the employee the scapegoat for 
management errors is a costly process. 
The expense involved in hiring and 
training a replacement, the high ratio 
of errors for the inexperienced em- 
ployee, and the depressing effect upon 
the morale of the group are some of the 
major costs levied against the firm. 
Who is to blame when an employee 
goes sour on the job? It may not be 
his fault. The trust imposed upon a 
supervisor requires a thorough investi- 
gation to determine the actual causes 
and the correct solutions. Only when 
this is done will the supervisor fulfill 
his responsibility to the company and 
to his employees. 


12 


What conditions in a company, over 
which the employee has little or no 
control, may be responsible for him 
going sour? Consider these four areas 
where management may be at fault: 

Selection of the Man. The genesis 
of many an employee problem may be 
a poor selection process. A pleasing per- 
sonality, a fast worker, a recent addition 
to the staff, an employee “with a little 
time,” or some other unrelated factor 
may be the criterion used by manage- 
ment in selecting and assigning a worker 
to a job vacancy. There is risk involved, 
it is true, in any method used for selec- 
tion of employees, but there are much 
better methods than personal bias or 
preference. Proper selection methods 
will minimize the risks. 

The first step toward a good selection 
system is establishment of clear-cut 
definitions for all jobs, including the 
abilities an applicant needs to perform 
the tasks of the immediate job to man- 
agement’s satisfaction. But a _ wise 
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SUMMARY OF DUTIES 


RESPONSIBLE TO 


RESPONSIBILITY FOR: 


(1) Error 


(2) Equipment 


(3) Materials 


(4) Work of others 


SKILL NEEDED: 


(1) Education 


(2) Experience 


(3) Initiative and in- 
genuity 


: Subscription 


Circulation File Clerk 
Filing Clerk 


Standard Publishing Company, Inc 


November 1, 1959 


Fulfillment Circulation Files 


Primary purpose of job: Sorts Speedaumat plates, in-files & 
out-files plates, and maintains circulation files. 





Plate handling: Directly responsible for circulation files. 
Must purge duplicate plates and check complaints against file 
data. 


Reports & records: Must maintain daily production record. 
Special reports may be assigned by management. 





Subscription Fulfillment Manager. 


Statistical likehood of error limited to misfiling of plates or 
failure to find plate in file. Dollar loss limited to cost of 
duplicate mailings or subscriber not receiving his copy on 
time. 


Valuation approximately $5,000. 00. 

High dollar valuation is placed on name and address plates. 
Labor cost of preparing plates approximately 40 to 50 times 
greater than cost of materials. 

Does not supervise others or directly responsible for the 


work of others. Job calls for supplying information from 
the files for others in organization. 


Average education a must. Knowledge of basic principles of 
filing needed. 


Very little needed to begin job. 


Job largely routine under close supervision. 








The first page of a three-page job specification form used by the author. Page two of 
form appears on reverse; page three of form is on page 15. 
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Tithe 


EFFORT: 


(1) Physical demand 


(2) Mental demand 


STANDARD PERFORM- 
ANCE 





’ 
Circulation File Clerk 


Sitting most of the day. 
tray of stencils or plates. 


Duties largely routine, but must compare name and address 
on receipt with name and address on plates, deciding if both 
are for the same person. 


Sorting receipts: 


In-filing plates with out-plate-discs: 


Lifting limited to relatively light 


alphabetical at 400 per hour. 
geographical at 350 per hour. 


350 per hour. 





Reverse side of form on page 13. 


supervisor will not stop at this point 
when evaluating prospective applicants. 
He will consider the requirements of 
possible future jobs to which the em- 
ployee would normally advance in time 
and with the development of job skills. 
Dead-end hiring (i.e., selecting an em- 
ployee with only the minimum require- 
ments for the immediate job with no 
thought of future job requirements) can 
be costly to company and employee 
and, under certain circumstances, will 
contribute to the employee going sour. 

Fig. 1 is a three-page form for enum- 
erating the abilities and characteristics 
required for a particular job. Job spe- 
cification data is invaluable to the selec- 
tion of desirable employees. 

The second step toward a good selec- 
tion system is the use of proper tests 
to discover the potential of applicants. 
All testing methods must be used judi- 
ciously. Improper use of test results 
can inflict much damage upon em- 
ployees. Any test or series of tests 
should be correlated with the known 
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production capabilities of people per- 
forming work in the company. 

Such questions as What does this test 
actually measure? How consistently 
does the test measure this factor or 
factors? Is this factor actually needed 
by an applicant to satisfactorily fill the 
job? should be answered before tests 
are used. 

The third step toward good selection 
is the feed-back of data on actual em- 
ployee performance and correlation 
with test results to determine how well 
the testing tools have functioned. Ad- 
justments in selection technique will 
undoubtedly result from a_ realistic 
appraisal of this data. 

Every business decision has an ele- 
ment of compromise, and the selection 
of the right man for a particular job 
is no exception. The astute, profes- 
sional, well-disciplined supervisor will 
discard the irrelevant factors, carefully 
weighing those of importance before 
making his final selection. 

Job Methods. The metamorphosis 
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Circulation File Clerk 


PHYSICAL ACTIVITIES 


x 


6 

7 22. T 
8. Turning Hearing 
9. Stooping Seeing 


10. Crouching Color Vision 
Kneeling 
Sitting 


Reac 


Characteristics Required 


for long periods 
of hands 
of arms 
of back 
Strength of legs 
Dexterity of 
Dexterity of hands and arms 
of foot and 
Eye-hand coordination 
Foot -hand-eye coordination 
Coordination of both hands 
Estimate size of ts 
Estimate 
Perceive form of 
Estimate of 
of 


Keeness of 


for details 
for 
for directions 

for written directions 


Arithmetic ¢ 


to make decisions 


Ability to 


The third page of the job specification form. When completely filled out, the form allows 
the supervisor to see exactly what a job entails, before measuring an applicant's ability. 
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Depth Perception 


Speed 


Inside 
Outside 
Hot 

Cold 
Sudden T. 


Humid 


Wet 
Dusty 
Dirty 
Odors 


Noisy 


x 
x 
Vibration 


WORKER CHARACTERISTICS 


Amouat 


MORRIS BUSINESS ENGINEERING SERVICE 


1-17. 02 


WORKING CONDITIONS 


46. Mechanical Hazards 
47. Moving Objects 
Quarters 
Places 
to Burns 


Electrical Hazards 


Radiant Energy 

Toxic Conditions 

Working with Others 
Around Others 


Alone 


Adequate Lighting 


Adequate Ventilation 


Characteristics Required 


Initiative 

mechanical devices 
Attention to items 
Oral 
Skill in written 
Tact in with 
of names and tons 
Personal e 
Concentration amidst distractions 
Emotional stability 
Work under hazardous conditions 
Estimate of ts 
Unpleasant physical conditions 
Color discrimination 


Ability to meet and deal with publ 


Height 





Table Model 
Receive-Only Send-Receive Send-Receive Set 
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Tape Reader and Send-Receive Automatic Send 
Typing Tape Punch Page Printer Receive Set 


Free Model 28 Line folder. Write Dept. 37-C, 5555 Touhy Avenue, Skokie, Illinois 


For More Information Circle No. 445 
THe Orrice—March, 1961 





Which Teletype printer 
is best for you? 


Which of these Teletype Model 28 page printers is best for 
your message and data communications needs? Each will per- 
form the basic function of all Teletype equipment—to flash 
information over long or short distances. But in addition, each 
has varying capabilities to meet the requirements of the 
individual user: 


Send-receive page printer in console—probably 
Teletype’s most familiar product; for sending as well as 
receiving page copy. 


Receive-only page printer in console—the same machine, 
but without a keyboard. For use where information need only 
be received, not sent. No operator is required. 


Table model—with or without keyboard . . . similar model 
available for rack mounting. 


Combination set—a complete message center in one compact 
cabinet. In addition to page printer and keyboard, it contains 
facilities for preparing punched tape and for transmitting and 
receiving via tape. 


All of these Teletype Model 28 page printers feature the 
Stunt Box, a built-in “programming”? mechanism that will 
inexpensively handle a wide variety of remote control and 
switching tasks such as automatic station selection. All models 
can be supplied with sprocket-feed and tabulating mechanisms 
for use with multi-copy business forms. All are available, too, 
in a choice of cabinet colors to match office decor. 


Teletype Corporation manufacturers this equipment for 
the Bell System and others who require the utmost reliability 
from their data communications. Teletype equipment can be 
used with Data-Phone and other communications services. 


CORPORATION © | sussiomny of Western Electric Company ine 
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of job methods is well-known to the 
management consultant. Deviations 
from the original approved procedures 
will occur in the best run offices. These 
deviations can cause a job to go sour, 
whether the changes in'methods occur 
at the immediate work station or at 
some point in the processing prior to 
the point where the trouble appears. 
Dehashing a job is a common pro- 
cedure in a work simplification program. 
Because an employee “has a little time” 
and the new assignment “will take only 
a few hours,” supervisors often add 
hash to an otherwise simplified job. 
“Precept upon precept, line upon line; 
here a little, there a little” and the poor 
employee eventually flounders under the 
tonnage of minutiae. In such cases, the 
supervisor, not the employee, is at fault. 
Attritions and deletions from job 
methods may cause the immediate job 
to go sour, but an often overlooked 


cause may be changing the methods 
used on a job or jobs prior to the actual 


point of failure. For example, a super- 
visor striving to reduce the manhours 
required to prepare a report for top 
management and get it out on time, 
eliminated what appeared to be a time- 
consuming operation. But the report 
was even later than usual. An im- 
partial investigation disclosed that the 
summation of the data for the report 
depended upon the apparent time-con- 
suming operation that the supervisor 
eliminated. The summary work station 
was snowed under with more compli- 
cated procedures causing this job to 
sour. The cause was not in the job 
itself nor in the efficient employee doing 
the work, but in the unwise change in 
procedure of a job prior to the sum- 
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mation operation. The employee was 
not at fault for failing to meet the pro- 
duction deadline. 

A job may turn sour because of an 
injudicious change in the sequence of 
operating methods. Some operations 
must precede others, some operations 
must follow, and some operations may 
be completed in any time sequence, 
without loss. The wise supervisor will 
carefully classify each operation before 
permitting a change, particularly if the 
operation to be changed depends upon 
a previous operation or is a prerequisite 
to a subsequent procedure. The cart- 
before-the-horse error is a common 
cause of a job turning sour which must 
be laid at the door of management. 

Job Standards may be defined as 
the quantity of production employees 
should be able to complete at a stated 
quality level in a specified period of 
time, using standardized methods, mate- 
rials and machines. While the use of 
standards is growing, the majority of 
companies do not have anything faint- 
ly resembling scientifically engineered 
standards for office work. Too often, 
if consideration has been given to stand- 
ards for each job, these are only a 
mirage in the mind of the office ad- 
ministrator—and few employees can 
read minds! More likely than not, no 
thought is given to the quality and 
quantity an employee should produce 
on a job in a given time period so long 
as the required work is completed when 
management wants it. Mirage stand- 
ards have a way of fading and changing 
according to the mood of the person, 
and are totally unreliable. 

A job may turn sour if first one set 


(Continued on page 274) 
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Seek Strength, Not Weakness 
In Appraisal Interviews 


ROBERT HOPPOCK, Professor of Education, New York University 


HERE ARE TWO conflicting 
f penn of appraisal counseling. 
Most company programs are based 
upon the first of these: appraisal must 
precede counseling. This implies that 
the average employee is not fully aware 
of his own strengths and weaknesses, 
that his boss is in a better position to 
appraise his performance and tell him 
how to improve it, and if the boss tells 
him how, he will improve. 

Human behavior is not always as 
simple as this. Subordinates do not 
always respond as we wish they would. 
Those who adopt this theory believe 
that it will work in enough cases to 
make the total program a profitable 
venture. 

The conflicting theory may be simply 
stated: appraisal prevents effective 
counseling. This says quite positively 
that any appraisal puts a man on the 
defensive. A man on the defensive is in 


A. Devaney, 


The function of the superior in 
appraisal counseling is to be a 
talent scout, not a repairman. 
A well-rounded man with no 
weaknesses is a myth. To de- 
velop the best men so that they 
will be ready for promotion, by 
emphasizing their strong points, 
is the superiors major job. 


no mood to be counseled by the enemy. 

David Mitchell once said “The chief 
characteristic of the human race is a 
sense of insecurity, and this goes from 
the top to the bottom.” Most profes- 
sional counselors agree that feelings of 
inferiority, insecurity and fear are com- 
mon among men and women. Most of 
us do not confess such feelings. We 
think we should not have such feelings 
and that other people do not. 

An insecure person may try to put up 
a good front, and appear to be accept- 
ing suggestions for improvement. But 
inside he may be feeling panic, think- 
ing mainly about how he can conceal his 
other, undiscovered weaknesses. Most 
counselors believe that weakness can be 
effectively discussed only when the sub- 
ordinate feels safe in talking freely. Not 
many feel this safe with their boss. 

Can appraisal and counseling be 
effectively combined? Available evi- 


Inc., N, ¥. 
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terlocking drawer front. 


- - » ALL ARE PROTECTED BY UNDERWRITERS LABELS 


You are looking here at no ordinary office Correspondence, Paid Invoices 
scene. The difference is a new means of record fesse Wiis 
keeping — fire protection for all records right pasa ey raion 
where they are used. Inventory Control 

This modern “time-engineered” equipment Unshipped Orders, Bills of Lading 
not only gives fire protection during working i 
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here on the job? 


fying to you? 


20. Do you need any help? 


think we ought to do about it? 


© Copyright 1958, Robert Hoppock. 





QUESTIONS FOR USE IN APPRAISAL INTERVIEWS 


As you see things around here, what do you think we do well? 


Is there any way in which you think we could do a better job? 


What problems do you think we have? 

What do you think we ought to do about them? 

What are ALL the things you have to do on your job? 

Which of these take the most of your time? 

Which seem to you to be the most important? 

. Does any of your work take more time than you think it should? 

. In what parts of your job do you feel that you are getting the best results? 
. What parts of your job are giving you the most trouble? 

. What do you regard as your greatest success, on or off the job? 


. Which of your abilities do you think contributed most to your success? 
. What kinds of satisfactions did you get from this experience? 


. What were some of your other successes? Repeat questions 12 and 13. 


. Do you see any way in which we could make better use of your abilities 
16. Is there any way in which you think we could make your work more satis- 


17. Where do you hope to be ten years from now? 
18. Have you been doing anything in the way of self-development? 


19. Have you any plans for your own future development? 


Basic questions for frequent use: How do YOU feel about it? 


For second and subsequent annual interviews, revise questions, wherever 
necessary, so they apply to the past year rather than to all the past. 


What do YOU 








dence is inadequate and inconclusive. 
Expert opinion is conflicting, maybe 
because of the false assumption that 
one theory can explain the actions of 
all men. Perhaps each theory is true 
for some men and not for others. Per- 
haps some men will accept criticism 
and act on it. Perhaps others will re- 
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sent and reject it. Perhaps some feel 
secure only when they are appraised, 
while others feel secure only when they 
are not. Perhaps some managers can 
combine appraisal and counseling suc- 
cessfully, while others can never learn 
to do so. 

There are counselors who believe 
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DO YOUR OWN | that even punishment can be combined 


with effective counseling—if the coun- 


PAPER CUTTIN selor is an expert. Every disciplinary 


and j | situation, every failure in performance, 


TRIMMING | | a opportunity—to a skillful 


If each theory is true for some men 
and false for others, is there any way 
in which both theories can be used? By 
means of two simple modifications, 
companies now using the first theory 
can explore some of the possibilities in 
the second without sacrificing any of 
the essentials in their present programs. 
These modifications are: 


me 7 | 


1. Increasing use of self-appraisal. 


2. Increasing emphasis on appraisal 
. | and discussion of what the man does 
WITH A HANDY © well. 


Many programs imply that the im- 
petus for development must come from 
the superior. He makes the appraisal. 


PAPER CUTTER He arranges the counseling interview. 


Th Chall ow Cutt He persuades the employee to correct 
ese allenge ver Cutters are ; 

ideal for duplicator operations or other his faults. He checks up to see that the 
office jobs particularly where fairly employee is following the development 


thick piles or large sheets of paper program agreed upon. 
are to be cut . . . accurately. 


They ave capeble of cutting 2% to Undoubtedly there are men who will 
34, inches of paper at a single stroke. not move until they are pushed. Other 
Four models are available with cutting men are sufficiently self-motivated to 
“me oe Ae Pn -s eo ac. | develop themselves. Between these two 
models are offered. | extremes are those who will submit to 

Also available are easy-to-use direction or exert their own initiative, 
Challenge Power Cutters in these depending on which type of behavior 


same size ranges. For a handy free itil dibinlits eimai in tee abe : 
descriptive booklet on pprop the circum 


Challenge Lever and stances. They will do either with a 
Power Cutters and = =" degree of enthusiasm that depends 


names of local dealers . H 
writs Ghallenns, Geld largely on how they are treated. 


by leading Printing 5 ! Some men are aware of their weak- 
and Duplicator Equip- nesses and not unwilling to admit them. 
ment Dealers every- . 4 fe : 

where. If the man himself says, “Here is where 


THE CHALLENGE MACHINERY CO I ought to improve” the need to criti- 
GRAND HAVEN, MICHIGAN cize is gone. The superior can become 
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5 dry, easy-to-read Verifax copies turned out in 1 minute for 2'44¢ each 


Bet a Verifax Copier does jobs 
you never thought of ! 


A Kodak Verifax Copier gives you 5 or more copies from a single sheet of 
matrix paper. It makes copies on one or both sides of white or color-coded 
bond-type paper . . . or on printed office forms. It can whisk out whiteprint 
machine masters . . . even offset masters, with low-cost adapter. 


Call local Verifax Dealer (see ‘‘Yellow Pages”’ 
under duplicating or photocopying machines), or VERIFAX BANTAM COPIER 


write Eastman Kodak Company, Business Photo Model A 
Methods Division, Rochester 4, N. Y. “ 99 50 Other models 


Prices quoted are manufacturer's suggested prices and to $425 
subject to change without notice. 


© ® DOES MORE...COSTS LESS... 
erifax Copying MISSES NOTHING 
For More Information Circle No. 448 
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reduce 
coffee 
break 


time 


up to 


20% 


oe large-capacity STANDARD 


CHANGE-MAKERS, located near your vending 
machines, can cut 3 to 6 minutes a day per 
employee off that high cost coffee break time. If, 
for example, you employ 500 people at an average 
wage of $1.50 per hour, just 5 minutes a day 
would mean a saving of up to $31,000. 
STANDARD CHANGE-MAKERS come in a 
wide variety of models to change one coin or 
several. They're sturdily built against all types of 
vandalism, and easy to install. Whether you 
purchase them yourself, or ask your vending 
operator to provide them, the cost is small... the 
savings are big. They can even be leased 
for as little as $3 to $7 a month. Send for full 
information today! 


Write: 


Standard Change-Makers, Inc. 
422 E. New York St. 


Indianapolis, Indiana 


World's largest manufacturer of separate 5c, 10c, 
25¢ and 50c coin changers. District offices in 18 
cities through the United States and Canada 
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a helper instead of a critic. 

Some men are already taking correc- 
tive action on their own initiative. 
Given an opportunity to report this, 
they do so proudly. Then instead of 
offering suggestions, the superior can 
compliment and encourage them on 
their initiative. 

Some men know themselves better 
than their supervisors know them. They 
ought to! By the time a man reaches 
maturity he has had tens of thousands 
of opportunities to try all kinds of 
things, observing his success or failure, 
his superiority or inferiority to others. 
For 15 or 20 years he has been ex- 
posed to daily appraisal and counseling 
by his parents. For eight, 12 or 16 years 
he has received similar attention from 
his teachers. 

Perhaps at graduation he feels “Now 


I am a man. I am no longer a child to 
be judged by others.” If he does feel 
this way, he may be reassured and com- 
plimented and cooperative when his 
employer asks him to appraise himself. 
He may feel threatened and resentful 
when told that his boss will assume the 
role of parent or teacher and appraise 
him. 

Given an opportunity for  self- 
appraisal, some men will reveal weak- 
nesses and failures unknown to their 
superiors, and will seek help in cor- 
recting them. Some will reveal abilities 
and interests not utilized in their pres- 
ent jobs, but potentially valuable to 
the company. For the administrative 
purposes of assignment, promotion and 
salary adjustment, appraisal by the 
superior can be useful, whether the 
subordinate agrees with it or not. For 
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The NEW COMPETITIVE 14 seRIES 


Modular in appearance, the 14 
Series is a new line of completely 
assembled office furniture. Ex- 
terior is select flat cut walnut. 
Metal trim and pulls in brushed 
aluminum or brushed, brass finish. 


LITERATURE ON REQUEST 


THE JASPER DESK CO. 


JASPER, 


INDIANA 
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development purposes, appraisal is ef- 
fective only to the extent that it is 
accepted by the subordinate and in- 
corporated into his own appraisal of 
himself. Lacking this, the man may go 
through the suggested motions of de- 
velopment, but he will not develop. His 
attitude throughout will be resistance, 
resentment or resignation to futility. 

The first step toward self-appraisal 
can be made simply by opening each 
appraisal interview with such questions 
as: “What do you think you do best? 
Is there anything you wish you could 
do better?” Some go further than this; 
they ask each employee to appraise 
himself on the same form that his 
superior uses, and to bring this to the 
interview. A few base appraisal inter- 
views and individual development pro- 
grams on self-appraisal alone. 


A man can accept criticism trom 
himself more readily than from anyone 
else. This is the great value of self- 
appraisal. To whatever extent the man 
recognizes and accepts his own weak- 
ness, to this extent it becomes unneces- 
sary for his superior to criticize him. 

Most appraisal and counseling pro- 
grams imply not only a theory, but also 
an assumption which is seldom stated: 
the major purpose of appraisal and 
counseling is to discover weakness and 
correct it. As soon as this assumption 
is stated it is usually rejected. The re- 
sponse is, “Oh, no! We are just as eager 
to discover strength and develop it.” 

But look at company manuals on 
how to conduct the appraisal interview. 
Almost without exception they recom- 
mend that a few of the man’s strong 
points be mentioned early in the inter- 
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Which of these 
Hammermill 
Graphicopy Papers 
could you use 
profitably now? 











Check as many as you like: 


FOR OFFSET PRINTING 


CO HAMMERMILL BOND 


Standard of quality for better-looking letterheads, forms, 
enclosures. Clear, bright and strong. Good erasability and 
typewriting quality. White and 13 beautiful colors. 


COCKLETONE BOND 


For executive letterheads and important documents. 
Luxury paper at modest cost. Excellent typing, writing and 
erasing surface. 


MANAGEMENT BOND 


A good-looking watermarked paper for low-cost letters, 
forms, enclosures. Fine typing and writing surface. 


WHIPPET BOND 


For forms, advertising literature, bulletins, catalog pages. 
An economical unwatermarked bond with top press per- 
formance qualities. 


HAMMERMILL OFFSET SUPER-SMOOTH 
Outstandingly level surface gives brilliant printing effects 
with life-like illustrations. Runs well on spirit duplicators. 


HAMMERMILL OFFSET WOVE 


For general purpose offset reproduction: advertising 
pieces, sales literature, manuals, catalogs. 


HAMMERMILL OFFSET VELLUM 


For all kinds of ad-promotion printing. Gives a softer more 
subtle effect to art work and product illustrations. Also 
works well with stencil duplicators. 


GLOSSETTE COATED OFFSET 


For sharpest reproductions of black and white or colors 
—type, solids, illustrations. Ideal for bright, sharp spirit 
duplicator copies. Works well as a spirit master, 


DEEPLAKE OFFSET 
A reliable general purpose paper at a very reasonable 
price. Wove finish. 


HAMMERMILL OPAQUE 


Gives extra sparkle to type, solids, illustrations. Tops for 
two-side printing. Good for extra-quality stencil duplicat- 
ing with contact dry or paste inks. Vellum finish. 


O HAMMERMILL INDEX 
For index cards, show cards, folders, menus and general 
advertising. Strong, snappy and easy to use in the type- 
writer or on the spirit duplicator. Best index paper for 
any printing. 


FOR MIMEOGRAPHING 


CO HAMMERMILL MIMEO-BOND 
For top-quality reproductions of bulletins, scripts, sales 
letters, other mimeographed messages. Lint-free, with 
minimum set-off. Gives more than 4,000 readable copies 
per stencil. 


CO WHIPPET MIMEOGRAPH 
For clean, sharp, low-cost mimeograph copies. Lies flat, 
runs fast. 


FOR DUPLICATING 


O HAMMERMILL DUPLICATOR 
Gives outstandingly bright, sharp copies of bulletins, 
reports, invoices. Colors, made with alkali-resistant dyes, 
are right for Azograph duplicator use. 


WHIPPET DUPLICATOR 
For attractive spirit and gelatin duplicated messages at 
low paper cost. 


HAMMERMILL DOUBLE PURPOSE 
MASTER PAPER 


For long or short run masters on spirit and gelatin dupli- 
cators. Good for offset reproduction proofs. 


FOR SPECIAL PURPOSES 


OC HAMMERMILL TRANSLUCENT 


For “whiteprint” machine masters. Excellent for printed 
headings by offset duplicators. Types, writes, erases well. 
High translucency gives fast, clear copies. 


HAMMERMILL BRAILLE 


Made especially for clean, firm, durable embossing of 
smooth raised dots by the Addressograph-Multigraph 
Braille Duplicator or the Perkins Brailler. 


MYLAR* REINFORCED PAPERS 


Three-hole punched for long use in three ring binders. 
Super thin Mylar film lets you feed papers automatically. 
Available in round and square cornered Hammermill Bond. 
Hammermill Duplicator, Mimeo Bond, Whippet Bond, 
Mimeo and Duplicator also available in square corners. 


ASK YOUR HAMMERMILL SUPPLIER for profitable 
information on any Graphicopy paper. Hammermill Paper 
Company, Erie, Pennsylvania. 


For More Information Circle No. 450 


THe Orrice—March, 1961 





view, to make him more receptive to 
criticism. Manuals also recommend 
saving a few of the man’s virtues until 
the end of the interview to soften the 
blow. Except for these two suggestions, 
there is little to be found on how the 
superior helps his subordinate to de- 
velop his strengths. In contrast, there 
are pages on how to lower the boom. 

The most successful executives are 
not paragons of virtue who have cor- 
rected all their faults. They are strong 
men who succeed in spite of their 
faults. They surround themselves with 
other strong men who have other 
strengths to create, not a well-rounded 
man, but a well-balanced team. It is, 
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Walnut Finish or 
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32” long, 13” deep, 
31” high. 
14” between shelves 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 


$4950 


A Subsidiary of Grolier 
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therefore, more important to develop a 
man’s strength than to correct his weak- 
nesses. 

The ideal of the well-rounded man, 
who has no weakness, is impossible to 
achieve. By setting our sights on it, we 
keep each man striving to do better the 
thing that he does least well. We waste 
his talents and sap his confidence. We 
make him a ripe prospect to be picked 
off by some competitor who appreciates 
his strengths. 

An appraisal and counseling program 
can fail to correct a single weakness in 
a single employee and still be a lucra- 
tive investment for the company if it 
discovers a few top flight men who 
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THE FINEST FLATBED puotocopier EVER MADE 


For consistent high quality copies and reliable performance, 
nothing beats a flatbed photocopier-TRU-FAX leads the field. 


CURTIS-YOUNG’S all new PHOTOCOPIER 


Superior Reproduction— Copies are sharp black on bone white, photo, 


exact, frequently better than the original. Permanency guaranteed. 
Copies Anything—fFrom all colors of print, pencil, hectograph, ball point, 


rubber stamp, blueprints, books, and magazines. 


Delights Operators—Timer and all operating controls are mounted on front 


panel for perfect visibility and ease of operation. Ready to work at flick of switch. 


Versatile —Time Saver—will outperform any photocopying machine at 
any price. Uses “‘diffusion” or “‘stabilization” type papers and developers. Unique lighting 
principle exposes copy in less than two secon 


Made in two sizes J Model 4E—exposure area 
10” x 16.8” & Model 3E—exposure area Curtis-Young Corp. SOD Se.. Ree ee. 


» 0 Please Send Complete Details Of The New 
14” x 20” @ Simple, easy to clean, there are no Tru-Fax Photocopier. 
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NEW YORK II, N.Y. ; svoness 











ZONE__STATE 
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ANON ay 
JOBMASTER 


New BELL RINGER 


Now, a low cost time clock for pay- 
roll recording and job costing, equipped 
with program control to ring starting and 
quitting signals. Heavy duty construction, 
simplicity of operation and Cincinnati 
quality combine to provide years of accu- 
rate, dependable service. 

The program control, time indicator 
and printing mechanism are all driven by 
the same heavy duty motor, providing 
accurate synchronization of all functions, 
assuring error-free coordination and 
accuracy. 

Write today, for complete details of 
what the ‘“‘Jobmaster”’ can do for you, and 
the name of your local representative. 


Dealerships available in some locations, 


TIME RECORDER CO, 
1733 CENTRAL AVE. 
CINCINNATI 14, OHIO 


{Since 1896) 


For More Information Circle No. 311 


would otherwise escape attention, pro- 
vides them with opportunities to de- 
velop their talents, encourages them to 
stay with the company instead of look- 
ing for greener pastures, and has these 
men ready for consideration when 
major executive jobs are to be filled. 

To give more emphasis to strength, 
present programs may be revised in 
two ways: 

1. By revising appraisal forms to 
give more emphasis and more space to 
such questions as: What does this man 
do well? In what ways is he superior to 
your other subordinates? What are his 
greatest assets? Where and how do you 
think these assets could be of most 
value to the company? What opportun- 
ities can you provide for him to develop 
these abilities? What other oppor- 
tunities for development might the com- 
pany provide? 

2. By suggesting that executives in 
appraisal interviews let the subordinate 
do more talking. Ask them “What do 
you think you do best? What else do 
you think you can do well? Where do 
you think you can do the most to help 
the company to make a profit? Are you 
getting the kind of experience you need 
to make you more valuable to the com- 
pany? Do you need any other kind of 
experience? Do you need any help from 
me or from anyone else?” 

The function of the superior in ap- 
praisal and counseling is to be a talent 
scout, not a repair man. Correcting 
mistakes and strengthening weaknesses 
is done by every supervisor every day. 
It can well be left to him. To develop 
the best men so that they will be ready 
for promotion is the major function of 
appraisal and counseling. 
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So you think metered mail 
is only for big business? 


“Tain’t so. This little postage meter 
is a big help, even in this me-and-the- 
boss outfit. Always has the stamp we 
want, for letters or packages. Printing 
postage is quicker and slicker than 
sticking old-fashioned stamps. And I 
don’t have to baby-sit with a stamp 
box, or lick envelope flaps any more.” 

You don’t have to be a big mailer to 
use a postage meter. No minimum mail 
volume is required. One third of the users 
of the DM, the small desk model miter, 
average less than $1 a day for postage. 

A postage meter prints postage as you 
need it for any class of mail—directly on 
the envelope, or on special gummed tape 


Pitney-Bowes 


= POSTAGE METERS 


Made by the leading 
manufacturer of mailing 
machines . . . 139 offices 


in U. S. and Canada. 


For More Information Circle No. 447 


for parcel post. Prints your own small ad 
at the same time, if you want one. Seals 
envelopes, too. Makes mailing fast, easy. 

The postoffice sets your meter for as 
much postage as you want to buy at one 
time. Postage in the meter is protected 
from loss, damage or misuse; and is 
automatically accounted for. 

Metered mail also needs less handling 
time in the postoffice, can often make 
earlier trains and planes. 

There’s a meter model, electric or 
hand, for every office. Ask the nearest 
Pitney-Bowes office for a demonstration. 
Or send for free illustrated booklet. 

FREE: Handy desk or wall chart of latest 


postal rates, with parcel post map and 
zone finder. 








—SS=ERUS POSTAGE 
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PITNEY-Bowes, INc. 
3479A Pacific St., Stamford, Conn. 


Send free 1) booklet 
|.) Postal Rate Chart to: 


Name 
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Better Systems 
Arose Out of 
Earthquake 


Horror 


CLARK L. SIMPSON, CPA, 


Controller, Federal National 
Mortgage Assn., Washington, D. C. 


AST JUNE, devastating earth- 

quakes struck vast areas in Chile, 
making millions homeless. In a dem- 
onstration of mercy almost unequalled 
in history, our country immediately 
rushed medical aid, clothing, food, 
shelter and supplies. It was midwinter 
in June and July in Chile, much to my 
surprise, when I was requested to lend 
a hand, on accounting and financial 
matters, to Chile’s Governmental Hous- 
ing Corp. (Corporacién De La Vivi- 
enda). 

With the destruction of thousands of 
houses, it was apparent that the snail- 
pace operations at which Corvi'’s 
finances and accounts had been carried 
in the past could not possibly keep up 
with the surge of activity which would 
necessarily follow. Therefore, machine 
accounting and tabulating equipment 
was an absolute necessity. Remington 
Rand’s Santiago office cooperated fully 
in obtaining machines and accessories 
to expedite billings, collections and con- 
trols. They assisted in staff recruit- 


32 


; ¥ an 
t 


¥ 


le 
Washington Daily News Photo 


Crack in the main street of Puerto Montt. 
The earthquake in Chile last year de- 
stroyed 50,000 homes and business estab- 
lishments. The American Red Cross 
conducted a nationwide appeal, provided 
funds, medical and other supplies. 


ment. They helped program the work 
flow and made my impossible assign- 
ment much easier. 

Punched card machine operators 
habitually punched 100 cards and then 
two operators stopped their machines 
to manually check completed work. 
The department head maintained no 
record of work produced. Employees 
appeared to consume food, candy and 
beverages at all hours and a few glut- 
tonous ones almost constantly. These 
habits were most difficult to overcome. 
But I did it and the division began to 
operate as of today instead of mafana. 

Another difficulty I found at every 
turn was the abject manner in which 
employees bowed low when a super- 
visor spoke. When the corporation 
head asked whether certain work could 
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Everyone 
Likes 
Gilbert 


= SUuperase @ 
Bond © 


TAKES 
PRINTING 
BEAUTIFULLY 


ERASES LIKE MAGIC 


TOPS FOR 
QUALITY 
APPEARANCE 


You erase mistakes ... even whole phrases . . . like magic, with just a soft rubber 
pencil eraser. They erase cleanly, too ... no smudge . . . no smear. Superase, with 
25% new cotton fibre content, also has a quality appearance. It looks like regular 
bond paper, including the crisp cockle finish always associated with quality 
papers. And Superase Bond gives a beautiful letterhead impression by all repro- 
duction processes. Send for sample kit containing a generous supply of Superase 
Bond and Superase Thin. 


~~ fn. 
type here then erase try its erasure quality yourself 





GILBERT SUPERASE BOND IN A WIDE VARIETY OF 


SIZES AND WEIGHTS, INCLUDING GILBERT S\SUPERASE 


THIN (sub. 9), IS AVAILABLE FROM 


AMERICA'S FINEST PAPER MERCHANTS 


SEND FOR THIS FREE 
SAMPLE KIT 


Contains an ample supply 

of Gilbert Superase Bond in 
all weights, including 
Gilbert Superase Bond Thin. 


Send for it today. 


GILBERT 
GILBERT PAPER COMPANY 


MENASHA, WISCONSIN 


This is Gilbert Superase Bond, 25% new cotton fibre, white, cockle finish, sub. 20. 





A fireman looks 
for bodies in de- 
bris at the site of 
H. Mauk, office 
supply dealer in 
Valdivia, Chile, 
whose _ premises 
were wrecked by 
the quake. 


be done with the tabulating equipment, 
the staff abandoned the accounting, 
billing and collection procedure and 
spent many days on this special work. 
I nearly blew my top when I learned 
what had happened especially when the 


machine room head said, “When a cap- 
tain speaks, the sailor jumps to obey.” 
“The hell he does,” I said in poor 
Spanish, “if it runs the ship on a reef.” 
I quickly took this matter up with cor- 
poration officials and eliminated, I hope 





To Increase Your Mail 
Efficiency! 


oy -T-1a-bakela| 


baskets removable. 


Basket Size: (Upper) 17'4"x 25"x 117 (Lower) 
1744 x 25 x 8 « Frame: Chrome plated steel « 
Baskets removable « Terms: 1% 10 days, net 30 
days « F.O.B. Detroit « Shipping weight: 33 Ibs. 


Write for Free Brochure or 
Better Still ORDER TODAY! 





MANUFACTURED BY 


CHESLEY INDUSTRIES, Inc. 


Companies throughout the country are using this 
double deck chrome-plated steel distribution cart, 
to categorize incoming mail for quick, error-free 
delivery. Lower basket for outgoing mail. Both 


FILE HOLDERS 
TO FIT 
GUIDE BARS 
$ .24 EACH 


4750 


Model LS-2 














24702 Telegraph Road Detroit 41, Michigan 
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secretary’s | 
choice... 


| cash refunds. 


for all time, such ridiculous interference 
in normal, required operations. 

My report was most pithy, calling a 
spade a shovel on more than one occa- 


| sion and pointing out inefficient political 
_ leeches holding jobs, not because of 


what they knew but because of whom 
they knew. I pointed out weak internal 
controls and recommended investiga- 
tions which have since revealed cash 
shortages and resulted in dismissals and 
I laid the groundwork 


| for an efficient financial and accounting 


system which will funnel into Chile’s 


| treasury several million escudos (each 
| equal to a dollar) which were being 
| withheld through careless and dilatory 


| procedures. 


Rubbermaid 
Desk Trays 


Smart secretaries like this 
easy way to keep their bosses’ 
paperwork organized and 
moving. Desks look neater; 
papers more accessible. 
Unbreakable, quickly wipes 
clean. Won't scratch desk. 





Legal Size: $2.60 list. 
Letter Size: $2.00 list 

for single tray, 4 risers. 
Grey, beige or mist green. 


Rubbermaid 


MEANS BETTER MADE 


CONTACT YOUR SUPPLIER NOW— 


| 
COMMERCIAL DIVISION ¢ RUBBERMAID INC. | 
WOOSTER, OHIO ¢ COOKSVILLE, ONTARIO 
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versity of Chile. 


My work brought me in 
direct contact with Enrique Silva C., 
controller general, and Sergio Molina, 
national budget director, of Chile. 
Through them, my final report un- 
doubtedly reached President Jorge Ales- 
sandri, a former professor at the Uni- 
Sr. Alessandri is an 


Good things happen 
when you 
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MANAGERS! SEE FOR YOURSELF...the most versatile 
business machine in the business world DOES MORE JOBS! 


On Wall Street, Michigan Avenue ... Main Street U.S.A.... 
“Thermo-Fax” Brand Copying Machines are copying correspond- 
ence, addressing labels, laminating, making statements, projection 
transparencies, and paper printing plates. Also, systems papers for 
as little as 2¢ a copy. Plus many more jobs. 

And all-electric ““Thermo-Fax” Copying Machines are delivering 
each job perfectly dry in just 4 seconds! 

The “Thermo-Fax” Copying Machine is the business man’s 
business machine for one sound reason . . . does more jobs! See 
for yourself. Mail this coupon. 

ADDRESSING LABELS PROJECTION TRANSPARENCIES LAMINATING 
SYSTEMS PAPERS GENERAL COPYING PAPER PLATES 


Thermo-Fax 


BR 
COPYING MACHINES 


MINNESOTA MINING AND MANUFACTURING CO. 
Dept. DBY-31, St. Paul 6, Minnesota 


At no obligation, I'm interested in information about 
how a ‘“‘Thermo-Fax"’ Copying Machine can simplify 
the jobs mentioned above. 

Name 
Miwnesora (fimine amo | company 
PManvracturine company |... 


++ WHERE RESEARCH IS THE KEY TO TOMORROW ct 
City__ Zone___State 


THE TERM ‘*THERMO-FAX’? IS A REGISTERED [_] Check if you now own a “Thermo-Fax’’ Copying 
TRADEMARK OF 3™ COMPANY Machine. 
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»» Write 
best of all 
»». Decause 
they’re built 
best of all 





Meet the Olympia Family of Precision 
Typewriters—preferred the world over for 
their quality, value and ease of operation. 
There’s one designed for every typing 
need — whether for office, home, school 
or travel use. Each features the ‘finest in 
typing aids—from convenient half-spac- 
ing to exclusive spring-cushioned key- 
tops. Precision-built to the highest 
standards in Europe’s largest, most mod- 
ern typewriter factory. See—test—com- 
pare an Olympia before you decide on 
any other typewriter. You {| Fina your Nearest 
n : Authorized Olympia 
will find Olympia a solid || _Desier in tne 
- . 2 Yellow Pages 
investment in efficiency. 


OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 
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expert economist and undoubtedly my 
condemnation of this corporation’s con- 
tributions to Chile’s inflation gave im- 
petus to the implementation of perti- 
nent recommendations in the finished 
report. 

On one occasion, I was asked to de- 
sign a system for a national lottery to 
encourage building and loan savings 
and home construction. This was the 
most novel accounting or financial task 
I ever dreamed of—but the procedure 
I outlined was adopted. 

Now many employers withhold rent 
and mortgage payments from pay- 
checks which they send directly to the 
housing agency. This eliminates 50% 
of excessive delinquencies. Legal ac- 





E beg ance IN AUXILIARY SEATING 
Cc 


Every one of your customers is a poten- 
tial buyer of Clarin Reserve Seating. 144 
estore} ¢-4 Col merelanloliar-erelalmehmmalle fain mcae aire 
aN Aledamestaremar-(elet-tah'ze(-men0) elaleli-acciq-lemon-15 
- Urethene. Fits perfectly with your cus- 


tomers’ decor. For sales meetings, plan- 


ning sessions and wherever auxiliary 
‘seating: is needed. 
i skolamoleyaaleli=hdcme-lalemmelde)inecieli-miatie)asat-talelame-lelel shi 


Reserve Seating, write Dept. 50RS 


CLARIN 


CLARIN MANUFACTURING COMPANY 
4640 W. Harrison Street, Chicago 44, Illinois 


A factory destroyed by the earthquake in 
Corral, Chile. 
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NE LOADING—no more old- 

ing... just 

drop on the exclusive Norelco tape 

magazine — it’s fumble-proof, jam- 
proof, takes just 2 seconds! 


NLY FIVE CONTROLS—comparable 

achines use as many as 10 for all 
functions: dictating, playback, fast- 
forward, fast-rewind, quick-review, 
quick-erase and stop. 


RUE FIDELITY SOUND—assured by 

he engineers of world famous 
Norelco hi-fi and electronic equip- 
ment; superior sound speeds typing, 
makes transcribing a snap! 


EASY PORTABILITY — only 8 pounds 

... travels anywhere... fits any- 
where... for your office, home, or car 
—wherever and whenever it is most 
convenient for you. 


PERMANENT MAGNETIC TAPE—eco- 
omical...no replacement costs! 
Always ready for instant review—or 
erase at the touch of a button and 
re-use whenever you wish. 


AUTOMATIC END-OF-TAPE BUZZER 

—automatic signal tells you when 
you’ve reached the end of your tape; 
saves time by preventing you from 
continuing to dictate when reel is 
complete. 


INSTANTANEOUS TELEPHONE-REC- 

ORD SWITCH — permits immediate 
switching from dictating to tele- 
phone-call recording; another 
Norelco ‘extra’ feature at no extra 
cost! 


ODERN DECORATOR STYLING— 
handsome two-tone green trim- 
med with maroon; designed to per- 
mit the Norelco ‘75’ to blend with any 
decor, modern or traditional. 


.-.and only $189.50 (plus tax) with 
your choice of either dictating or 
transcribing accessories. 


ALL 


the features you need... 


ONLY 


the features you need... 


...it’s as simple 
as that... 


NEW, 
MAGAZINE 


"Norell CO’ 7. 5 


Dictating/Transcribing Machine 
Now Available From Your Dealer 


F More Information 
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tion is now taken to bring about fore- 


closures and evictions for failure to | 
make mortgage or rent payments. Such | 
procedure was almost unheard of prior | 


to my visit. Cashiers, treasurers and 
collectors are regularly audited now 
and opportunity for fraud has, to a 
great extent, been eliminated. The In- 
ternal Audit Division has been revital- 
ized and some changes made in person- 
nel and procedures. About 20 specific 
recommendations were contained in my 
report. Last fall, in a cable from the 
American Embassy at Santiago to the 
State Department in Washington, there 
was a request that I “pay a return visit 
to Chile in the spring of 1961.” 


Actually my report was described by | 


the U. S. Mission in Chile as being 
“quite forthright and most critical.” I 
personally feared it would be resented 
by the government of Chile and I am 
delighted that consideration is being 
given to a request for “more of the 
same.” 








SK We 
“Now don’t plug into the 


he 


light socket again! 
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New, Versatile 


kleen-stik 


/ teasure JSenatlive 


2-SIDED ADHESIVE 
IN TAPE FORM 


STICKS ANYTHING... 
TO ANYTHING! 


IT’S HERE—the modern “miracle” adhe- 
sive that takes the place of paste, glue, liquid 
cement, and “overlay” tape! The new 
KLEEN-STIK 2-SIDED ADHESIVE saves 
time and work in 1001 everyday jobs... 
forms a permanent, water-resistant bond 
between any combination of materials. 


Giant 108-ft. Roll in Handy Dispenser Pack $1.79 


For Every Fastening Job: 
@ Holding @ Sealing 
@ Mounting © Splicing 


@ Attaching 
@ Hanging 


V Adheres Instantly...no drying time 

V Neat and Clean . . . no ooze... 
+» + No brushing 

V Applies Quickly and Easily . . . like a tape 


TRY KLEEN-STIK 2-SIDED ADHESIVE YOURSELF—Prove 
that it will do everything we claim . . . and more! 


**PROVE - IT-YOURSELF”’ 
REGULAR $1.79 DISPENSER PACK 
WITH THIS 


COUPON 
KLEEN-STIK Products, Inc. DEPT. O 


7300 W. Wilson Ave. ® Chicago 31, Illinois 
ENCLOSED Is $9799 -- RUSH DISPENSER PACK 


Nome 





Address. 





City. 





Your Dealer. 
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206 QUESTIONS AND ANSWERS FROM 
THE SEMINAR ON RECRUITING 
COLLEGE GRADUATES, 1960. Institute 
of Occupational Research, 104 Webster 
Ave., Manhasset, N. Y., 32 pn., $2. 
Excerpts from tape recordings of a 

seminar in which experienced recruiters 
and college placement officers discussed 
how to determine manpower requirements; 
establish and maintain good college rela- 
tions; make yourself unpopular on campus, 
appraise personality, drive and ability; 
the value of professors’ comments on stu- 
dents; plant visits, who makes the offer 
and when, ratio of interviews and offers 
to acceptances, etc. 


TELE titel iyeeeer 


Cereeresceaetes 


Mobile Storage For Records 
DOLIN — the most complete spe- 
cialized line of budget stretching 
record storage equipment for every 
business need and the unique ‘'wall 
stretching’’ DOLIN MOBILE STOR- 
AGE SYSTEM —the combination 
proven to be THE answer to 
storage and space problems in 
offices and factories throughout the 
country. 

For further information on Dolin 
products and mobile storage 
“Ideas write today. 


Build-Up Shelf Files-4 Sizes 


THE PERFECT SECRETARY by Lucy 
Graves Mayo. Eaton Paper Corp., Pitts- 
field, Mass., 32 pp., 25 cents. 

A manual for secretaries and typists 
written by the former business communi- 
cations director of Katherine Gibbs 
School. It covers a wide range of useful 
information including punctuation, correct 
letter salutations, technical “tricks of the 
trade,” proofreading, and other subjects 
of interest to women in offices, such as 
personality and grooming. Quantity prices 
available for this booklet. 


PRACTICAL BUSINESS PSYCHOLOGY by 
Douglas. A. Laird & Eleanor Laird. 
McGraw-Hill Book Co., 330 West 42nd 
St., New York 36, 442 pp., $5.75. 

This third edition of a popular textbook 
for schools and industry training is of 
interest because its examples and applica- 
tions deal mostly with white-collar work. 
The average person should find the book 
easier to read, understand and apply than 


DGETS 


— 


Storage For Tab Cards 


Double Duty Record Files 


WRITE FOR ‘IDEA’ KIT 


MOBILE STORAGE DIV., DOLIN METAL PRODUCTS INC. 


DEPT. MSOF, 315-17 LEXINGTON AVE. 


BROOKLYN 16, N, Y. 
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“Many a night I’ve worked overtime, hand collating 


HARRIS- price lists and reports. Missed the last mail pickup, 
SEYBOLD of course. Now we have a Maceymatic. Fast? Why, 
it collates 1000 sets of two to eight sheets (5’’ x 8” 
to 9/’ x 12”) in 30 minutes or less. And staples them, 
too. We use it only part of the time. The boss says it 
easily pays for itself. If you have room for an extra 
desk, you probably have room for a Maceymatic,” 


A Division of 
HARRIS- 
INTERTYPE 
CORPORATION 


Harris-Seybold Company, 4510 E. 71st St., Cleveland 5, Ohio 
Will the Maceymatic Collator pay for itself in my office? 
Show. me. 


INTERTYPE OE CeT TES oe ae 2 Title 


HARRIS 


Company____ 
Address_ 
City and State 


CORPORATION 
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PARA-TONE 
products add that 
“PROFESSIONAL LOOK” 
to office-produced 
advertising 
literature, forms, 
etc....save you 
time & money, too! 
Copy Zip 
Zip-A-Line 
Tape Pen 
Zip-A-Line Tapes 
Para-Tipe 
Zip-A-Tone 


Para-Tone Screens 


Patterns 
Numbers 
Symbols 
Arrows 
Lines 
Borders 


* PARA-TONE 
incorporated 


512 W. Burlington Av. 
LaGrange, Illinois 


See them at 
your dealer, 
or write us 
for catalogs. 





| WHICH ONE OF THESE 
MANAGEMENT 
QUESTIONS- 


GETS A HAZY ANSWER 
IN YOUR COMPANY? 
as What is Policy? 

@ W hat are the 7 marks of a Useful Report? 
How can we write procedures so 
anyone can understand who does 
what and when? 

@ How do bootleg forms affect office costs? 

Will Electronics solve your 
office problems? 
Is an organization chart A Useful Tool? 


Each of these questions is answered in separate 
issues of SYSTEMATION, a new service by a45 
year old management service company. 


SYSTEMATION costs $20. a year. But you 
can judge for yourself first. Write for free 


[FREE] <P: of issues answering any 
two of the above questions. 


Syste! T lation Division of 
® Ross-Martin Co. 
Dept. A-513, P.O. Box 800, Tulsa 1, Ok'ahoma 
For More information Circle No. 266 














most works on psychology. Any office 
supervisor, and those who aspire to be 
supervisors, could profit by reading it. 


| ENGINEERING DRAWINGS, SIZES & 


FORMATS, MIL-STD-2B. Government 
Printing Office, Washington 25, D. C., 14 
pp., 20 cents. 


Describes and depicts military standard 


| 2B which establishes the sizes and mini- 


mum format requirements for the prepa- 
ration of engineering drawings. Catalog 
No. D 7.10:2B. 


CAREERS IN BUSINESS MANAGEMENT. 
Government Printing Office, Washington 
25, D. C., 20 pp., 20 cents. 

An overall view of different types of 
management positions, with emphasis on 
beginning jobs and ladders of advance- 
ment. Provides information on the kind 
of educational background required, 
nature of entry jobs, advancement oppor- 
tunities, future employment prospects and 
related information. Catalog No. VA 
1.19:22-7. 


ARBITRATION OF LABOR DISPUTES by 
Clarence M. U ff. Bureau of Na- 
tional Affairs, Inc., 1231 24th St., Wash- 
ington 7, D. C., 321 pp., $8.50. 

Reflects the many important develop- 
ments in labor since World War II in this 
revised edition. Combining a high level 


| of research with careful explanation of 
| arbitration procedures, the book serves as 
| a practical and not-too-technical guide for 
| laymen, as well as a useful reference for 
| lawyers. 


NOFA SALES MANUAL NUMBER TWO. 
National Office Furniture Assn., 327 S. La- 
Salle St., Chicago 4, 94 pp., $12.50. 


A practical selling tool divided in two 
sections. The first deals with procedures 
to be used by salesman to motivate pros- 
pects. The strategy of selling office furni- 
ture is taken through five basic steps, and 
closes with a discussion of why people buy. 
The second section is devoted to a 
thorough, illustrated description of all 
types of office furnishings and their uses: 
metal and wood furniture, soft surface 
floor coverings, leather, vinyl fabrics, ac- 
cessories. A special chapter is devoted to 
today’s role of the office interior designer. 
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How Machines Read This New Language 





Columbia Business 
Writing Supplies 


RIBBONS 


CARBON RIBBONS 
Columbia M-50 
Columbia PF-75 


CARBON PAPER 


Accountant Special 


Silk Gauze 


DUPLICATING SUPPLIES 
Colitho Offset 
Ready-Master Spirit 





Brand Name Selector 


Classic Pinnacle 
Commander Rainbow 
Marathon Silk Gauze 


Classic Pinnacle 
Commander Plastisol 
Marathon Rainbow 








L, 4 a lo C | \ In the field of banking, for example, 


modern electronic business equipment reads a special 
language of its own to sort, list and post checks auto- 
matically. The ability of the equipment to recognize 
these symbols depends upon the quality and strength 
of a unique magnetic ink used to form the image. 
Columbia—long a leader in research and development 
of carbon papers, ribbons and duplicating supplies— 
has played a major role in the development of these 
magnetic inks. This scientific breakthrough is even 
more significant because it is the first in a field whose 
boundaries are yet unmeasured . . . a field in which 
Columbia is most capably equipped to pioneer. 


Ribbons - Carbons - Duplicating Supplies 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y. 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF, 
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DIVISION 


Mod. 8381 


®@ The Most Complete, 
Versatile and Practical 
Printing Calculator 








LAGOMARSINO-FAI 


Viale Umbria 36 - Milano (italy) 


Aneetg moe Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, Import Office Machine Co., 159 N. Dearborn St. 

SAN FRANCISCO, Northwest Lagomarsino, 639 Howard St. 

LOS ANGELES, Whol Machines, 7525 Beverly Bivd. 

HOUSTON, Adding Machines Distributing Co., 2223 Caroline St. 

DALLAS, Wholesale Office Machines Co., 2000° North Lamar St. 
LOUISVILLE, KY., Import Business Machines Co., 1503 Bardstown Road, 
PUERTO RICO distributor: SAN JUAN, Real Hermanos tnc., Calle Tanca 250 
CANADA distributor: TORONTO, Nauta Bros., 3615 Danforth Ave. 





TOTMLL 





For More Information Circle No. 345 


Tue Orrice—March, 1961 








WHENEVER YOU SORT-COUNT 


CUT TABULATING TIME 


Phd 
Zaman 


Sales analysis by item * Apparel sizing, ques- 
tionnaire summaries, market surveys, etc. 
Food portion counting, summary of menu 
choices + Payroll denominating, when paying 
in cash + Control of residual quantities with 
reducing counters » Traffic movement surveys. 
Volume studies + Quality control, counts of 
faults or rejects * Publication surveys, re- 
search, circulation audits + Transit zone-fare 
audits + Zone-delivery control + Truckloading 
make-up. 


Aluminum casing « light weight + easy to 
carry « Most compact « 8 units in less than 9 
inches + Feather touch stroke makes it easiest 
to operate + Positive recording thru use of 
LOAD and FIRE mechanism + Any number of 
counters for any job + 1 to 600 tailor-made 
to fit your needs « Capacity to"9999” (4 digits). 


For complete details and 
prices write Dept. 061 


The DENOMINATOR COMPANY, Inc. 


261 


BROADWAY, NEW YORK 7, N. Y. 
of Tat for over c 


iting Mach 


ttt 


For More Information Circle No. 234 
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E > 
"The Indispensable Three" 
..that speed up the day's work 


, 
«the telephone Me (by Bell) 


a 


eC : ~*the memo pad (by Ever Peady) 


(by Ever Ready) 


The memo pad (in four attractive base colors and two page 
sizes) and the desk calendar (a style and size for every desk... 
every purpose) by Ever Ready make the day’‘s work easier and 

help keep things moving ahead. 
Both are designed with the busy, but organized, desk in mind. 

Styled to compliment any desk. 
Order the Ever Ready desk calendar or memo pad from your 
local stationer today. Or write us. We will be happy to forward 
your request to the Ever Ready dealer nearest you. 


America’s foremost desk calendar 








EVER READY CALENDAR MANUFACTURING CO. 


'3 0. BAY. on Ea Peewee YC AT Y N¢CW 228.0 7 


For More Information Circle No. 420 
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ANYTHING 











Mobility, versatility of tying machines... 


Cut costs in many office areas 


Mail, packages, records—any- always ties a slip-proof knot. 
thing you now tie by hand can Easily operated by anyone and 
be tied neater, tighter, and up to virtually maintenance free. Send 
10 times faster on a Bunn Pack- today for full data on how you 
age Tying Machine. Size or shape can cut tying costs. Use the 
makes no difference. The ma- handy coupon below. Or, ask for 
chine adjusts automatically and a demonstration. No obligation. 


This slip-proof, tamper-proof knot always says, “Tied by Bunn.” 





FREE BROCHURE 


‘ 
1 B. H. BUNN CO., Dept. OF-31 
; 7605 Vincennes Ave., Chicago 20, Ill. 


Re 
PRR Veco i 


Please send free brochure which illustrates how we 
may cut costs with a Bunn Package Tying Machine. 


PACKAGE TYING MACHINES 
for over half a century Cie 
B. H. BUNN COMPANY Address 


7605 Vincennes Ave., Dept. OF-31, Chicago 20, lll. i Zone. State 
Export Dept.: 10406 S. Western Ave., Chicago 43, Ill. ! 


Name is 

















For More Information Circle No. 344 
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DIEBOLD POWER SHELF FILES 
REDUCE FILING SPACE 
REQUIREMENTS 507 ! 


YOU SAVE space, time and money with DIEBOLD 
POWER SHELF FILES! 


Today's high costs per square foot of office 
space dramatize the need for making most 
productive use of floor space you have. That's 
exactly what you can do with Diebold Power 
Shelf Filing. With a Diebold Power Shelf File, 
you can file the contents of seven 4-drawer files 
in 50% less floor space .. . can significantly 
boost filing efficiency at the same time, thanks 
to push-button operation! 


DIEBOLD 


INCORPORATED 


CANTON 2, OHIO 


Each shelf in the Power 
Shelf File has push- 
button control; a touch 
of the button brings 
required records to 
reference level swiftly, 
silently, electrically! 





No bottom shelf to 
stoop for... no top 
shelf to stretch and 
strain for! Every shelf 
is brought to ideal 
working height! 


Diebold, Incorporated, Canton 2, Ohio 





You use the vertical 
dimension of your office 
space with Diebold 
Power Shelf File 

you use all the space 
you're paying for and 
use it more efficiently! 


Dept. OE-124| 


Gentlemen: Please send me your illustrated catalog on Diebold | 


Power Shelf Filing, without obligation. 


Name 
Company 


Address 


For More Information Circle No. 342 
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SADA 


_ 
ex» Uuplicating 


Sada Sprint 

The spirit duplicator for the reproduction 
of any typescript, manuscript and freehand 
drawing in one or more colours 


Sada Replic 

The most up-to-date stencil duplicator which, 
though reduced in dimension, is hand or 
electrically operated 

Sada Reporter 


The most accomplished model of automatic 
stencil duplicator, electrically operated 


Sada Sprint 
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Sada Reporter 


l 


S.p.A. Duplicatori ed Affini 
Milano 


Milano (Italy) - corso Europa, 12 
tel. 780.913/915/917 


For More Information Circle No. 440 
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Changes in office methods and 
machines now require carbons, ribbons and 
duplicating supplies of the finest quality 
and uniformity. To meet today’s 
requirements, Allied research has developed 
a whole new concept in specialized 
products. Take for instance: 


FLAGSHIP STENCILS 


Even non-experts can turn 
out uniformly fine 
impressions on every kind 
of stencil machine with 
Flagship Stencils. 
Especially easy to read, 
“balanced” for use on all 
typewriters, the cut-out, 
stretch resistant, long run 
performance of Flagship 
will class it as your finest stencil. 





Let the Allied man show you what Allied’s quality seeciailentien can do for your 


duplicating supply needs. Then you'll appreciate what an Allied franchise can 
mean with its sales through franchised dealers only. Or write us for details. 


AL LIED CARBON & RIBBON MANUFACTURING CORPORATION, INC. 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Cea eee Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 
For More Information Circle No. 296 
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Push-Button Copies 
from Microfilm 


The PHOTOSTAT DOCUMAT Reader-Printer 
makes clear, crisp black-on-white enlargements 
from microfilm at the touch of a button. Needs 
no darkroom. Delivers prints trimmed to letter- 
size in 45 seconds. 

Desk-top reader with full 11" x 11" viewing 
screen permits quick scanning, easy reading. 
Takes roll or flat film—16mm or 35mm. 


PHOTOSTATe—the most respected name in graphic reproduction 
EQUIPMENT AND SUPPLIES — MICROFILM * OFFSET * PHOTOCOPY * COPIER 





Please send detalis of: 


0 PROCEDURAL MICROFILMING O OFFSET OUPLICATING 
0 PROVECTION PHOTOCOPYING DO OFFICE COPYING 


| PHOTOSTAT CORPORATION 


ROCHESTER 3.N.Y..A SUBSIDIARY OF Itek CORPORATION 
For More Information Circle No. 446 
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LOOK HOW THIS NEW IDEA 
IN LETTER TRAYS STEPS UP 
OFFICE EFFICIENCY 





The Bert M. Morris Co. 


TWO-WAY TRAY 


Greatest advance in letter trays in 20 years. Unique two-way 
design allows work to flow quickly and smoothly both ways, 
saving steps, increasing office efficiency. 

Complements all types of office decor. Takes both letter and 
legal size paper. Stacks to any height with no cornerposts to 
interfere. Made of Hi-Impact plastic to eliminate breakage. 
Has non-marring polyethylene feet. Gray, desert tan, mist 
green. Retails at only $2.00 per tray for quick turnover (price 
includes four plastic posts). , 


Put efficiency at your fingertips with these other fine Bert M. Morris products . . . 


HOLDERS REST Seeing MORRISTAR BALL fe] 

HARP— ms MORRIS TRAYS— 
ee magenta With or without In telephone colors. PEN DESK SET— Letter and legal 
sharpener. ball point pen. Fits all phones. Space age styling. size. 


BERT M. Morris co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 


For More Information Circle No. 349 
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Stebeco PRODUCTS 


1401 W. Jackson Bivd. Dept. OM-3 
Chicago 7, Illinois 


Gentlemen: 


Please send me further information on Stebco Business 
Cases and my nearest Authorized Stebco Dealer. 


Name 





Company Name 





Company Address. Jk 





City Zone State 





For More Information Circle No. 262 


is your 
business case 
an asset 

or a liability? 


A re your salespeople creating a proper 
image of your company and product? 

They are when they carry a Stebco 
Case ... because Stebco cases are 
guaranteed to keep their brand new 
appearance for many, many years. 
Stebco’s exclusive patented features 
and quality construction has been 
proven by almost a half century of 
progress in manufacturing and design- 
ing America’s Finest Business Cases. 
Over 250 styles available in your choice 
of Finest Top Grain Cowhide or our 
exclusive patented Tufide—Guaran- 
teed 5 Full Years. Custom cases too— 
specially designed with your business 
in mind. Just one of Stebco's many 
features—DuPont Nylon Safe T Edge 
the most indestructible “Bodyguard” 
a case could ever have. 

So... When first impressions count 
... count on Stebco, America’s Best 
Business Case Buy. 


Send Coupon Today for further information 
and your nearest Stebco Dealer 














ay 


Using General Electric’s closed circuit 
television at City National Bank & Trust 
Co., Kansas City, Mo., records clerk 
(above) places ledger sheet and signature 
card under camera at request of teller at 
drive-in window (at right). 





At Lytton Savings & Loan Assn., Hollywood, executives and tellers use a G-E closed 
circuit system to see records that are kept in a central vault. 
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Above is a view of the offices which were 
remodeled by L. G. Sherburne Associates, 
New York, for Walston & Co. in Los 
Angeles. An 11-ft. wide utility column 
in reception area (at left) has a mura! 
inspired by the Freeway and executed by 
William E, Simpson. 





Area in top-right photo as it is today. Customers sit at glass-partitioned desks; have 
privacy and can see stock prices on board. (See page opposite.) 
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New mezzanine office area (above) once 
appeared as shown at right. Executive 
offices are at rear in above photo. All 
mezzanine offices overlook the customers’ 
area and Teleregister board which are 
shown on the opposite page. Board can 
be seen by passers-by on Wilshire Blvd. 


Grover pneumatic tubes bring orders from account executives to order room (below) 
which is also on mezzanine. Forms conveyor is by International Postal Supply Div. 
of Friden, Inc. 

















Standard Olivetti teletypewriters are used for remote computer inquiry at Lockheed 
Aircraft Corp., Burbank, Calif. System devised by Telautograph Corp. uses two tele- 
typewriters alongside a Ramac 305 computer—one monitors incoming messages from 
distant offices and the other monitors computer’s answers. Automatic selector scans 
network and activates remote transmitters, accepting one message from each station 
in rotation. A production man can type an inquiry and leave his machine. System 
will pick up his message when it can handle it and reply automatically. 


Attractive patio outside this office has a translucent fence of Filon fiberglass reinforced 
plastic panels which afford privacy without darkening the offices. 
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Lawyers’ Circular 


Office Building 


Circular building designed by Polevitzky, 
Johnson & Associates for a Miami law 
firm’s offices. Four floors of offices sur- 
round a center court (at left) which is 
roofed with a concrete and fiberglass dome 
that is open at the sides for air circulation. 
Textured screen shields offices from out- 
side glare. 
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Tower at rear of building (at left) houses elevators, floor lobbies and balconies. Build- 
ing also has a penthouse lounge and dining room. 
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Benjamin W. Neu- 
schaefer, head of 
the billing depart- 
ment at American 
Tag Co., Belle- 
ville, N. J., says 
45% of their or- 
ders are exactly 
repeats. Tape 
punched with typ- 
ing of initial order 
is fed to Flexo- 
writer which auto- 
matically types re- 
peat order and 
prepares new tapes 
for invoicing and 
sales statistics. 


Remington Rand Ltd. has completed this 
ten-story, glass-paneled office building in 
London, England. Designed to house the 
office equipment and business machine 
divisions, it has accommodations for 600 
employees. The building is T-shaped, with 
ten-story and six-story sections at right 
angles. Ample parking is provided on the 
ground and in basement areas. 
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Mary Ann Barrett collects copies while 
Aline Ayotte operates a Peerless Quick 
Silver Photocopier in the documentation 
service section of the Nato Support Dept., 
Raytheon Missile Systems, Andover, Mass. 
Copies of documents and smaller engineer- 
ing drawings are made immediately as 
each request is submitted. 


The 35-story Lewis Tower Building, second largest office building in Philadelphia, 
has installed high efficiency, glare-free illuminating panels in conjunction with Owens- 
Corning Fiberglas acoustical ceilings. Uniform light distribution of high value provides 
offices such as these with comfortable, fatigue-free illumination. 
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Lt. Comdr. Michael A. C. Hume, USNR Supply Corps, New York management con- 
sultant, recently completed a two-week tour of duty in the Bureau of Supplies & 
Accounts, Washington, which included a review of the Navy’s program for the 
application of electronic computers to advanced logistics problems. He claims the 
Bureau is applying techniques of inventory management far in advance of anything 


he knows in private business. Naomi Hagler, head programer, is at left. 


Chicago Title & 
Trust Co. saves 
valuable space by 
storing semi-dead 
records in Staxon- 
steel transfer files 
made by Bankers 
Box Co. Self- 
stacking, the files 
can be arranged to 
any height with 
their own steel 
framework. No 
space is lost be- 
tween units. 








New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No “‘code” to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 
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Made in America 


Easy to use as an adding machine 


No special training needed! With 

- : . . 

ust one simple keyboard, Victor’s Eq VictorAdding Machine Co. Dept. 0-3 
lq) Chicago 18, Illinois 

Please send four-color brochure on your new 


agic Motor Bar and Simpla-Key 
handle all transactions. Automatic 
Constant. Total Transfer. Credit 
Balance. Victor Automatic Printing Calculator. 


VICTOR 


business machines 
Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 
For More Information Circle No. 350 


Name 
Firm 
Address 











Zone___ State, 


eee ellie ta | 
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Easiest calculator tape in the world to read 





Adler precision built — Portable, Standard and Electric, assures years of trouble- 
free service. Time and effort saving features will aid increased office efficiency with 
finer typing production. Yet, Adler will easily fit your budget requirements. See 
your dealer for an on your job demonstration, or “addo-x", 300 Park Ave. New 
York 22; 3339 Temple St. Los Angeles 26; 6549 West North Ave. Oak Park, Illinois 


‘AUD LLLE UR 


For More Information Circle No. 333 


THe Orrice—March, 1961 





Take a dash of compactness, lace with new 
improvements, mix in a jigger of economy 
and, as a crowning touch add the photocopy 


liquid you never see! Presto! 


S Dhotrapid. 
dryest ELECTRAMATIC 
liquid a 


Developer cartridge loading « No mixing, no 
pouring * You never see the liquid « Triple 


e life to photocopy developer ¢ Plug-in 
convenience « The finest photographic 
prints ever * Uniform copies every time 
LOADS LIKE A GUN! 

All you do is place the sealed developer 
, cartridge in the PHOTORAPID ELECTRAMATIC, 
T oe [ turn it on, and start photocopying. Turn it 
off and the developer automatically 
flows back into the cartridge. No mess, 


no fuss, no chemicals left out to slosh 


s e 
| around and lose potency. 
mM 4 [ | if | VERSATILE BEYOND COMPARISON 
e The PHOTORAPID ELECTRAMATIC 


skips nothing—copies everything. .. 
.. permanently! 


For More Information Circle No. 236 
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The Apsco “DANDY” 


The ATLAS, one of the complete line 

of Apsco Pencil Sharpeners, is one of the 
most popular models specified for 
general office use. Typical of all Apsco 
products, the ATLAS is a high-quality 
sharpener, yet is priced economically. 
Quality features include a positive stop, 
nylon dial selector, heavy-gauge 

welded all-steel frame, and long-life, 
replaceable cutterhead. Specify Apsco 
products for YOUR office — there 

are none better. 


Write for complete Apsco 
catalog, free on your request. 


Dept. 27-3 


APSCO PRODUCTS, INC. 
P.O. Box 840, Beverly Hills, California 


For More Information Circle No. 377 
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Entirely NEW CONCEPT in Office Machine Stands... 


Design — Construction — Performance — Value 


NEW! 
MODEL 
6000 


New Concept In: 

e STRENGTH & RIGIDITY 
e MACHINE SAFETY 

¢ OPERATOR COMFORT 
© RETRACT-A-BILITY 

e¢ PORTABILITY 

© STAY-BILITY 


Design—Charles E. Jones and Associates, Inc. 





MODEL 


2300 
EXTRA HEAVY STAND for 
many types heavier, elec- MULTI-PURPOSE UTILITY TABLE. 
trically operated, office Heavy steel construction. Top 30” 
machines. Square, tubular wide, 181%” deep; undercoated 
legs. Solid steel top, under- for sound-vibration abatement. 
coated for sound-vibration Tray inverted, becomes shelf. 2” 
abatement. rubber casters, two with brakes. 


Write for NEW ‘61 Catalog 


TIFFANY’ STAND CO. 


7350 FORSYTH «+ ST.LOUIS 5, MO. 





For More Information Circle No. 443 
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1. To save filing time: spillproof Acco folders 


Accobind folders keep your papers secure, in sequence, easy to find. 
Eliminate frantic searching for loose “lost” papers. Fastened papers slide 


board coves say nevi, ASCCOBIND 


never sag, save file space. 5colors. GENUINE PRESSBOARD FOLDERS 


2. To save storage space: adjustable Acco binders 


Accopress binders don’t bulk or bulge. They adjust to their contents, 
whether one sheet or one thousand. Space-saving, economical, spillproof 
—ideal for records, invoices, 


catalogs. Long-lasting press- AC Cc ey PR ES 


board. Available in 12 colors. GENUINE PRESSBOARD BINDERS 


ACCO PRODUCTS 4 Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 331 





ANNOUNCING the NEW 


te DOLINER 


model 840 


. featuring 
The ‘EXPOSURMINDER’ 


Both paper and film (35mm) 
can be used in this Model 840, 
machine. The 'Expo- | ; | Text by 
surminder’ permits . ] ~~ Model 610. 
changes from one to 

the other with a 

minimal of adjust- 

ment despite the Cutting Costs 
difference in exposure Is Our Business 
requirements between the two. 


VISUALS, HEADINGS, DISPLAYS, CHARTS 


‘Heads’ by 


You can have a limitless supply and variety of ‘headline’ type for 
your layouts, mechanicals, signs, labels, etc., plus transparencies for 
projection or silk screen work. Simply dial your copy. In less than ninety 
seconds a smudge-proof, micro-sharp print will emerge, ready for use. Type 
fonts are changed like phonograph discs ...and never wear out. Hundreds 
of different styles of type ranging up to 84 points in size. 


The HEADLINER machine is progeny rere tix 


: SUBSIDIARY OF ADDRESSOGRAPH - MULTIGRAPH CORPORATION 
complatety munamnhte,. The penn ten 720 FRELINGHUYSEN AVENUE * NEWARK 12, NEW JERSEY 
is photographic with all develop- ; 
ing, washing and fixing self con- Please send HEADLINER Book H-33 
tained and automatic. No dark-room 
or trays needed. Your office girl 
operates it at her office desk. 


For More Information Circle No, 348 














With S-O Ring Binder Features 


You've got to hand it to this fast-selling binder! 

Start with the Built-in Automatic Sheet Lifter . . . notice how 
it will carry sheets freely over the rings, without resistance 

of friction. Then there are the incomparable “Slide-Opening” 
rings . . . which completely eliminates sheet-spill as they 
s-l-i-d-e gently apart; and which close without snapping 

shut and tearing sheets, as with old-fashioned binders. 

Still another advantage . . . the recessed metal hinge that 
prevents unsightly desk mars and damaging scratches. ; 
Add to this list such exclusives as: 300% longer sheet life 
without reinforcing holes, plus the special ring design 

permitting 20% more capacity, and you have the 
FAULTLESS S-0 Ring Binder — Quality-made by 


STATIONERS LOOSE LEAF COMPANY 
246 East Chicago Street . Milwaukee 1, Wisconsin 
114-116 East 13th Street ° New York 3, New York 


Your Best Buy... it’s AULILESg 


For More Information Circle No. 329 





= WHAT FACTORS DO YOU WEIGH... 


when purchasing a duplicator? 


SINGLE LEVER | | 
OPERATION 


In one simple 
movement, mas- 
ter is clamped, 
fluid released, 
impression roller 
engaged. The 
same action when 
reversed, releases 
the master, stops 
fluid flow and 
releases all roll 
pressures. 


MARGINAL 
ADJUSTMENT 


Even when Copy- 
rite Duplicator is 
in motion, top or 
bottom posi- 
tioning can be 
changed by mere 
movement of the 
Margi Set. 


Ask for 
demonstration 
today— 


LOOK AT 
THESE 
FEATURES: 
1. Automatic Feeder 
2. Single Lever Control 
3. Built in Reset Counter 
4. Clockwise Operation 
5. Delivers Copy Face Up 


6. Raise and Lowering Copy 
Control 


T. Automatic Fluid Control 
8. 5-Position Color Control 
9. Easy Side Paper Guides 
10. Modern Design — Har- 


iy monizing Color and Finish 


Send us your name ona Ca ' 

post card. We'll arrange = Ea ” Sil ver Streak 
a demonstration in your ———— MODEL SS-1 
office without cost or 


obligation. e | 
-nble 1201 CORTLAND STREET 
CHICAGO 14, ILLINOIS 


WOLBER DUPLICATOR AND SUPPLY COMPANY 
For More Information Circle No. 325 
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how much money 


are you WASTING... 
that these My 
machines will SAVE?  {¢ 

















$99° : 
plus f.e.t. auto-opener BY HAND? 


opens 400 envelopes/min. 


Pays for itself every 3 months! Pays ; 
you an hour a day in time saved plus : 
another hour’s worth of added produc- fy 
tive time. 







pag OPENING MAIL ! 
i 


Saves its cost 
over and over. 


FOLDING MAIL . We a at 


| $ 
BY HAND? a | nan 








Folds 100 pieces/min. 


Quickly pays for itself. Folds letters, bul- 
letins, promotional materials, price lists in 
1/10 a girl’s time. 

Auto-Folder “Seventeen” takes sheets to 
14” x 24”. $450 plus f.e.t. 


~ _-»ream-cutter uilc 


ie. CUTS A 2” STACK UP TO PAPER IN 


180 WIDE IN | STROKE MMAR T Ve Cs 


nomically cuts paper, 


board, stock up to 18” My 


wide. 


cme, ' $94.995 MARTIN YALE,Inc. 
$2995 2100 W. Fulton St., Chicago 12, Ill. 
TAylor 9-3033 










ye-opening demonstration in your office, and full details, call or write your dealer or Martin Yale, Inc 
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5 MILLION 
SECRETARIES* 
LOVE US — YET 
they don't 





even know 





our name! 
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Wen carbons are crisp, clean, smudge-free, typing flows fast and 
effortlessly . .. you save time, temper and money . . . and create better 
sales impressions. To constantly guarantee satisfactory performance, 
the makers of America’s best-selling carbons rely on Schweitzer’s high 
quality carbonizing papers. Schweitzer papers—proved best by test for 
absorbency, strength, purity, and uniform texture—assure the perfect 
marriage of fine paper and fine carbon inks, 


* (Stenographers and typists, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 
Kimberly-Clark €23 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth & Spotswood, N. J. a Lee, Mass. * Mt. Holly Springs, Pa. 
For More Information Circle No. 347 


<For More Information Circle No. 473 15 








Makers of the world famous 

patented ““‘STA-CLEAN” metallic 

protective-coated master units 
U.S. Pat. 2,671,734 





A reputation for quality is one of the most cherished 
possessions a business can have. Such a reputation is not 
gained through special promotions, nor through advertising, 
nor through short-term, “flash in the pan” performance. 


A reputation for quality is gained through painstaking 
attention to detail, continuous testing and control, and 
forward-looking research—over the long haul. 


The Rose reputation for quality was hard earned. It is 
not taken lightly. And viewed in the light of our increased 
research efforts and expanded research facilities, this reputa- 
tion seems destined to grow. 


It is our pledge that it will. 


72h 


Adolph Rose, President 

ROSE RIBBON & CARBON MFG. CO., INC. 
Harrison, New Jersey, U.S.A. 

A subsidiary of Bemis Bro. Bag Co. 


Specializing in Master Units 
Spirit @ Hectograph Carbon Papers 











For More Information Circle No. 326 
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your complete line 
of money-makers: 


itemizing cash registers 
adding machines e sates 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and_ more 
PROFITS! 

Fascinating, jet-aged 
models meet every de 
mand of today’s and to- 
morrow’s _business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 
able! 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please rush more information on the complete line of REGNA 
cash registers) REGNA adding machines, Joeli fireproof safes, 

— outline advantages of becoming an independent Regna-Joeli 
ealer, 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 


In Canada: Regna Cash Registers of 


Canada Ltd. 
704 Notre Dame St. W. Montreal, Que. 
OUTSIDE CONTINENTAL U:S.: 


Jorgen 8. Lien, Box 522, Bergen, Norway 
For More Information Circle No. 332 
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The Money Machine’. . 
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...in which it helps buy a new delivery truck! 


The Van Nuys Plywood Company of California figures *That’s the name usually applied to the 
Monree Accounting Machine. It saves 


their new Monroe Accounting Machine will save them 
$2700 this year. time and money by cutting down on man 
ee kan hours and accounting costs... makes 

Treasurer Gordon Taylor says, “At a cost of $1417, money'ty Giesing caplial to grow on. 


this machine saves the salary of a bookkeeper, permits 
the company accountant to handle Accounts Receivable FREE CASE HISTORIES 
and Payable for both our plants. These savings help buy For fact-filled case histories on how 
things a business needs to grow, like a new delivery truck” Monroe Machine Accounting earned 
Why don’t you look into the difference a Monroe companies like yours money to grow 
. hi ae h fh on, write: Accounting Machine, De- 
Accounting Mac ine can make in the eil- partment 21, Monroe Calculating 
cient,economical operation of your business. Machine Company, Orange, N. J. 
Monroe Calculating Machine Company, Inc 


SEE THE MAN FROM Mi 
Sales and service in principal cities everywhere 


General Offices, Orange, N.J 


for CALCULATING - ADDING - ACCOUNTING - DATA PROCESSING MACHINES (8 A DIVISION OF LITTON INDUSTRIES 


For More Information Circle No. 231 
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Administrative Salary Survey 


ALARIES for selected administra- 
S tive, professional, technical and 
clerical occupations during the period 
Jan.-June, 1960, were surveyed in a 
broad range of representative private 
businesses in urban areas by personal 
visits of field economists of the Bureau 
of Labor Statistics and summarized in 
the Monthly Labor Review*. Estimated 
employment in the occupations studied 
was about 1.1 million. Women ac- 
counted for half this number, largely 
in the clerical positions. 

Definitions were established for dif- 
ferent work levels within the occupa- 
tions studied, in terms of duties and 
responsibilities, with Class I assigned to 
the lowest level. However, specific job 
factors varied from one occupation to 
another. Average (mean) weekly sal- 
aries among the 77 job categories 
studied ranged from $55.50 for Class 
I file clerks to $442 for Class VI 
attorneys. 

The survey was not designed to per- 
mit showing salaries by region or in- 
dustry. To eliminate the influence of 
differences in regional and industrial 
composition of employment, total em- 
ployment within the scope of the sur- 
vey in each job category level was used 
as a constant employment weight in 
computing averages. The west led in 
clerical and clerical supervisory salary 
levels. The north central region was 
a close second in clerical salaries and, 
along with the northeast, only slightly 
below the west in clerical supervisory 
* “Pay Levels for Professional and Other White- 


Collar Occupations” by Louis E. Badenhoop, 
Monthly Labor Review, Dec., 1960, p. 1284. 
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pay. Draftsmen’s salaries were highest 
in the north central area. In the other 
four occupational divisions, the north- 
east had the highest salary levels with 
the west second in three of the four 
divisions. 

Salary levels were quite similar in 
manufacturing, transportation, commu- 
nication, electric, gas and sanitary serv- 
ices industries. Average salaries for 
these industries were above those for 
all industries combined. Retail trade, 
finance, insurance and real estate had 
similar pay levels — usually somewhat 
lower than manufacturers and public 
utilities for administrative and profes- 
sional workers, and considerably lower 
for clerical workers. In finance, insur- 
ance and real estate, lower salaries were 
partly offset by shorter work-weeks. 

Pay rate systems sometimes differed 
among employee groups within the same 
company: employees covered by the 
Fair Labor Standards Act and those not 
covered; employees covered by a labor- 
management agreement and those not 
covered; employees on the general pay- 
roll and those on the management or 
confidential payroll. Establishments 
were classified according to the system 
used for the majority of employees re- 
ported on. 

The clerical group was the only one 
in which formal single pay rates ap- 
plied to workers in as many as 10% 
of the firms with formal rate policies. 
Informal policies (salaries determined 
on an individual basis) were much 


(Article continues on page 83. See tables on 


pages 80, 81, 82) 
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Median | Middle range * 
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Average weekly salaries ? 


Mean 








ge (mean) salaries? 


Annual Monthly 








Number of | Avera; 
employees 
(thousands) 


SRESEAS 


2 See footnote 2, table 1. 
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DRAFTSMEN 
Draftsmen, leader_. 
Tracers. 





Occupation and class 








Bookkeeping-machine operators, I__.. 


Draftsmen, 
D 
2) 


( 
more prevalent in small firms. A ma- 


jority of the companies that had for- 
mal pay plans with specified minimum 
and maximum rates, had flexible inter- 
mediate rates. Such rates were not 
specified for clerical workers in 43% 
’ of these firms; but were specified in 
35% of all occupational groups. 

For clerical workers, 72% of the 
establishments used periodic merit re- 
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Bookkeeping-machine operators, IT... 


Clerks, accounting, I_... 





phers, technical..-.------- 
Switchboard operators, special___-- 





1 See footnote 1, table 1. 


Tubulating-machine operators, IIT_... 
ESR e eee tata 


Typists, 1 


Stenographers, general. 
Tabulating-machine operators, I- 
Tabulating-machine operators, II_. 


Keypunch operators. 
Office boys or girls_.._- 


Clerks, file, Il_....__- 


Clerks, accounting, IT_....-. 
Clerks, file, I_... 


Sten 


ontinued from page 79) 


view for salary advancement within 
rate ranges, and 11% of employers had 
provisions for automatic increases after 
specified periods. Among all firms with 
formal rate ranges applying to one or 
more occupational groups, 94% per- 
mitted hiring new employees above the 
minimum rate range. Tabulation of the 
results of the complete survey appears 
in the accompanying tables. 


























LOF Office 
Building Is 


Glass Showcase 


Co is the salient ingredient in 
the new Libbey-Owens-Ford of- 
fices, first major office construction in 
Toledo in 30 years. “A glass showcase 





Glass partition “borrows” daylight for this 
elevator lobby on an upper floor of new 
Libbey-Owens-Ford building, Toledo. (Ex- 
terior of building is shown on front cover.) 


for a glassmaker,” is how architects 
Skidmore, Owings & Merrill envisaged 
the project when assigned to design a 
corporate headquarters for the glass 
manufacturer. Until its move into the 
new building early last year, the com- 
pany’s head offices had always been in 
rented space. 

The 120-sq. ft. structure is also a 
showcase for an increasingly popular 
type of office architecture—curtain wall 
construction. The term derives from 
the fact that the building’s skin, like 
a curtain, is not load bearing. Instead, 
the entire weight of 15 stories is carried 
by the steel framework. 

This type of architecture lent itself 
to the use of two of the company’s own 
products: Thermopane and Vitrolux. 
The former is glass with hermetically 
sealed and built-in insulating air space; 
the latter, polished plate glass spandrels 
in fire-fused, sunfast ceramic color. 
Both offer natural resistance to weath- 
ering, crazing and checking. About 
90% of the exterior of the building is 
glass. 

Its advantages include speed and 
economy of erection, greater usage of 
floorspace, a pleasing appearance and 
reduced maintenance. In less than 18 
months from the time ground was 
broken, LOF personnel moved into 
their new offices. As a comparison be- 
tween conventional and thin-skin con- 


c 


Cost analysis department has 6-ft. movable 
S00 Syed partitions of glass, plastic and 
teak. 





White drafting tables were custom-made by Toledo Showcase Co. 


struction, the architects point out that 
it required an average of 434 manhours 
to install a 5% x 10-ft. unit of glass. 
To lay an equivalent area of 8” brick 
wall requires about 12 man-hours. 

A few of the interesting facts about 
this new office building include: 

e The 208-ft.-high edifice has a 77,- 
956 sq. ft. exterior wall area of glass. 

@ Window panels in the lobby are 
12” polished plate glass, 512 ft. wide, 
20 ft. high. The 1120 windows on other 
floors (80 to each floor) are Thermo- 


pane insulating units, 1” thick with 2” 


air space. 
@ There are some 2500 tons of steel 








Lounge and conference areas of board 
room are divided by a handsome screen. 


Reception area on seventh floor carries out monochromatic beige interior decor. 
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Tabulating ma- 
chines are located 
in a separately air- 
conditioned area 
of the basement. 


in the framework, and 27,418 tons of 
concrete in the foundations and the 75 
caissons that support the building on 
solid bedrock 83 ft. below the surface 
of the ground. ; 

e Five 23-passenger elevators, co- 
ordinated by electronic control, offer 
fully automatic transportation between 
floors. They are the design and product 
of Haughton Elevator Co. 

e The airconditioning system han- 
dles 200,000 cu. ft. of air a minute— 
equivalent to the needs of 100 average 
homes. 

Other modern features incorporated 
into these offices include continuous 


luminous ceilings; uniform vertical 
blinds; movable partitions; vinyl floor 
coverings; motorized window washing 
equipment; and a snow melting system 
in the adjoining sidewalks. 

It took over five months to complete 
the buying of office furniture and fix- 
tures. Desks, storage cabinets, files, 
safes, chairs, sofas, tables, carpets, 
lounge furnishings, wastebaskets, pencil 
sharpeners and even the 300 ashtrays— 
all were bought new. More than 100 
competitive bids were received on all 
items that could be purchased from 
more than one source. In awarding 
contracts, price alone was not the de- 


Reproduction department showing Multilith and A. B. Dick offset duplicators which 
turn out price lists, sales bulletins, forms, etc. 





cisive factor. Quality of workmanship 
and ability to meet delivery dates were 
equally important. In comparing the 
merits of the various manufacturers, 
the company buyers visited the Chicago 
Furniture Show to inspect their prod- 
ucts first-hand. 

Orders for approximately 5000 items 
were issued. These included 379 desks, 
over 1000 chairs and sofas, and hun- 
dreds of small items. The desks, de- 
signed by the architects and developed 
by General Fireproofing Co., are now 
standard in GF’s line. Globe-Wernicke 
Co. supplied files; Mosler Safe Co., 
safes. 

The company’s mail—incoming, out- 
going and interoffice—is handled by an 
automatic conveyor system. Riding a 
200-ft. vertical shaft, plastic boxes of 
25-lb. capacity are dispatched by plac- 
ing them on a special loader and press- 
ing the control button for the desired 


Central mailroom in the basement. 


floor. The box is automatically loaded, 
transferred and then unloaded onto a 
receiving table. The conveyor travels 
at 72 fpm. and entire system is oper- 
ated by a 3-hp motor that provides 
sufficient power to move six tons of 
paper an hour. 

The building’s interior lighting sys- 
tem is used for display purposes at 
night when the building becomes a 
glowing glass beacon. A 12-ft. band of 
ceiling lights around the perimeter of 
each floor is controlled by time switches 
to turn on automatically each evening 
regardless of the position in which any 
particular office light switch was left 
at closing time. 

The company believes its new offices, 
containing as they do over 155,000 sq. 
ft. of glass, will give Toledoans some- 
thing better than just a slogan to justify 
their claim to being the “Glass Capital 
of the World.” 


Automatic conveyor system (at rear) distributes 
incoming, outgoing and interoffice mail. 
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How to Conduct 
A Statistical Survey 


BENJAMIN J. MANDEL, Assistant Director, Educational Statistics 
Branch, Dept. of Health, Education & Welfare, Washington, D. C. 


N CONDUCTING aa sstatistical sur- 

vey, the first essential is to establish 
the basic objectives, in broad and spe- 
cific terminology. This is known as de- 
fining the universe of inquiry and stat- 
ing the objective. It can be done by 
spelling out the universe of interest and 
specific types of data needed for the 
purpose. Often the questions to be 
asked in the survey will define the uni- 
verse of inquiry. 

The second step is to plan and or- 
ganize the survey. This includes: (1) 
specifying the required tabulations; (2) 
planning the content of the question- 
naire; (3) deciding the size of the 
‘sample; (4) choosing the method of 
sampling; (5) establishing the neces- 
sary controls over the sample selection; 
(6) selecting the estimating formula; 
(7) selecting the sampling. error 
formula. Once this has been done you 
are ready for the third and fourth steps: 
collecting and tabulating the required 
data. 

The fifth step is the analysis of the 
sample results as follows: (1) the mag- 
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nitude of the non-sampling error is 
evaluated; (2) the estimate is prepared; 
(3) the sample error is measured; (4) 
the risk in decision-making is stated. 
Finally the results of the survey are 
presented, along with the appropriate 
recommendations, to management for 
decision-making. 

As an example, let’s look at a recent 
sample survey conducted by the U. S. 
Civil Service Commission to provide an 
estimate of the number of federal ci- 
vilian employees who did not have so- 
cial security account numbers. The 
Commission wanted this information to 
judge the feasibility of issuing numbers 
to the relatively few who did not have 
them. 

The questions to be answered were: 
(1) How many federal civilian em- 
ployees have (and don’t have) social 
security account numbers? (2) Of those 
persons claiming to have been issued a 
number, how many can (and cannot) 
actually produce this number? (3) Of 
those who produce the number, how 
many did so by copying it from their 
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THE SIX STEPS IN MAKING A 


DESCRIPTION 


Define the universe and state 
objectives. 


Plan and organize the survey: 


a. Specify required tabulations; 


——= ee eee ee ee eee ee eee eee ee eee 


b. Plan questionnaire content; 


re mmm eee te mmm ame are cee mmm 


CONCEPT INVOLVED 


Universe of inquiry. 


Table formats. 


em ete sm ow sec 


Questionnaire. 


c. Decide on sample size; 


d. Choose method of sampling; 


(allen liceeticetelieeediondiaealionicmadiat io Teeeliaeiadedinetieetnedinatiestieate 


e. Establish controls over 
sample selection; 


f. Select estimating formula; 


| madlllineeaitellemeenilllinetltsmndndeee ee 


g. Select sampling error. formula. 


ee 


social security card, from a written rec- 
ord, or from memory? (4) Of those 
who relied upon memory or used a 
written record, such as a copy of an in- 
come tax form, were these numbers ac- 
curate? (If the numbers were accurate 
they could be accepted without further 
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Percentage size vs. 
numeric size. 


f oelenmesttillimesaddllemenedeenentmena aie 


Judgment vs. 
probability sampling. 


Systematic sampling. 
Sampling rate. 
Random start. 


Oversampling. 


Ratio estimate. 


Unbiased estimate. 


Standard error of a 
percentage. 








screening.) These questions automatic- 
ally defined the universe of inquiry and 
established the basic objectives of the 
survey. 

When a probability sample is used, 
the proper statistical formulas will pro- 
vide us with the approximate size of the 
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STATISTICAL SAMPLE mead 


DESCRIPTION 


CONCEPT INVOLVED 


2% Collect the data. ‘scam 
CL 


Analyze the sample results: 


a. Evaluate magnitude of non- 


sampling error; 


b. Prepare the estimate; 


eee eee te ae ee 


c. Measure sampling error; 


s ccnadlllceeeetlliccenattieaattitameetiten lication Memeniiteennditemntimmediteeelimaamtmetamei, 


d. State risk in decision-making. 


Present final results with 
recommendations. 


Nonsampling error. 
Nonresponse. 
Undeliverables. 

ies Fe Re 
Point-estimate. 


Interval estimate. 


Standard error of 
a percentage. 


Probability of 
exceeding 
sampling error. 








Confidence in 
results. 





sample needed to meet specified levels 
of accuracy and confidence. When the 
estimate sought is a percentage, the 
formula for determining the sample size 
required having an approximate value 
of the true percentage. This is not 
known and must be guessed. When the 
estimate is an average, an assumption is 
usually made about the amount of vari- 
ation from the average. 

In the above survey we assumed that 
a sample size of 20% of federal civilian 
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employees did not have a social security 
account number and that 80% did. A 
reasonable assumption regarding the 
true percentage is essential before a re- 
quired sample size can be determined. 
It also must be assumed that one can 
stand as much as (but not more than) 
a 2% error in the estimate derived, 
provided one is 99.7% confident that 
this error will not be exceeded. 

Using the sstatistical formula for 
99.7% confidence, one solves for n, the 
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required size of sample: n (sample 
size) = 


assumed proportion (p) X | — assumed proportion (1-p) 





(tolerable error = 3)’ 


Thus we determined that a sample 
of approximately 3600 employees 
should be questioned, provided we used 
a sampling method which was roughly 
equivalent to simple random sampling. 
The actual sample size decided upon 
was 4500-5000 to allow for reductions 
expected from non-response, undeliver- 
able questionnaires and other losses. 

Since there were about 2.4 million 
active federal civilian employees, it 
should be noted that this sample was 
only 0:2%. Yet it was considered of 
adequate size for the purpose. (It is 
important to remember that sample 
size is usually thought of in terms of 
units rather than percentage size.) 

Because each employee’s record was 
filed in a fixed place, we were able to 
use a systematic random sampling 
technique. This permitted selecting in- 
dividual cases from the universe by 
systematically picking every kth folder 
in the file, where k, the sampling rate, 
was computed by dividing the number 
of items in the universe (N) by the 
number needed for the sample (n): 


N 
—-— k. 


The records we used contained files 
for 5,250,000 current and former em- 
ployees in about 79,330 file drawers, 
each about half filled. The records were 
filed in two sections, one for 4,562,000 
pre-1955 employees and the other for 
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688,000 post-1954 employees, in alpha- 
betical order of surname. Since records 


p(i-p) —(.2) (.8) 


=— 8 = — 
error \* 02 \* 

Spa, 
for active and inactive employees were 
interfiled, this was solved by over- 
sampling to allow for deletion of the 
inactives after the sample was selected. 
(This procedure does not violate the 
principle of probability.) 

When the survey was conducted there 
were about 2.4 million persons on the 
federal civilian payroll. Therefore, 
about 46% of the total file of 5,250,000 
could be expected to represent active 
employees. On this basis, and with the 
goal of 4500-5000 employees, we de- 
termined the sampling rate to be every 
440th folder. We decided to select a 
total of 11,000-12,000 names of both 
active and inactive folders, deleting 
6000-7000 inactives to yield our 4500- 
5000 effective sample. 

The sample was selected separately 
from each section of the file—pre-1955 
and post-1954— and the identity of 
folders was retained separately. These 
steps were applied: first the employee 
record in 172nd place was to be se- 
lected, (a random start determined by 
use of random digits); then every 440th 
folder was to be chosen. Since this 
would have involved counting the en- 
tire file of 5% million folders, a simpli- 
fied procedure based on the number 
of file drawers and spacing was devel- 
oped: (1) For the pre-1955-group, the 
total number of folders (4,562,000) 
was divided by drawers (79,330) to 
give 57.5 folders per drawer. (2) 
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Since we wanted every 440th folder, 
we determined that the sampling 
rate in terms of drawers was 7.65 
(440 + 57.5). To avoid fractions we 
alternated between the 7th and 8th 
drawers. Thus, after our random 172nd 
folder was drawn, one was selected 
from the 7th drawer, the 15th, 22nd, 
etc. (3) Folders were selected sequen- 
tially, the first folder from the first case, 
second folder from the second, etc. 
Several persons were assigned to select 
samples as outlined above, with the 
task divided into appropriate segments. 

Sampling from the post-1954 file 
was done by getting an estimate from 
file supervisors that there were 8.67 
folders per drawer. We divided the 
8.67 into 440 and obtained a sampling 
rate of between 50 and 51 drawers. Af- 
ter selecting the 172nd case we counted 
50 drawers and picked the first folder, 
counted 51 drawers and picked the sec- 
ond folder, etc., reverting to the first 
drawer and continuing sequentially. 

This produced a total of 4542 active 
and 7134 inactive employees. The in- 
active employee folders were dismissed 
_ and 4542 questionnaires were mailed 
out. At the cut-off point several months 
later, 3377 or 77% of those receiving 
questions had responded. Of these, 
96% had and 4% did not have a so- 
cial security account number; 5% did 
not respond and 18% were stamped by 
the Post Office “undeliverable.” 

If one wants to assume that both the 
undeliverable and nonrespondent cases 
combined would also split into 96% 
with, and 4% without, an estimate of 
96,000 federal civilian employees with- 
out accounts could be derived by multi- 
plying .04(p) by 2,390,000(N). (Since 
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this is a single-figured estimate, it is 
called a “point estimate.”) To make 
such an assumption, however, would 
leave the estimate subject to whims of 
judgment and guesswork rather than to 
objective criteria of statistical measure- 
ment. Therefore, proper statistical stand- 
ards called for an evaluation of the 
nonresponse and undeliverable cases, 
to estimate the proportion without ac- 
count numbers. This was accomplished 
by subsampling 41 (about 5%) of the 
803 undeliverables and 133 (about 
33%) of the 362 nonrespondents, and 
making special efforts to get replies 
from them. To date, results indicate 
that the proportion without account 
numbers is not much different from 
that shown by respondents in the sam- 
ple. 

Final estimates were developed from 
the combined results of the respondent, 
nonrespondent and undeliverable cases, 
rather than on the basis of assumptions 
regarding these groups. The estimated 
total without account numbers was de- 
rived as follows: (T) = percentage 
without numbers in the sample (p) 
times total number of federal civilian 
employees (N) or T = pN. Thus, 
96,000 = (.04) (2,398,000). 

An unbiased estimate can be made 
from the sample results provided the 
estimate represents the universe of in- 
quiry. An unbiased estimate nonethe- 
less may still be subject to large or 
small error, depending on the factors 
which affect the sampling error and/or 
other types of possible errors such as 
incorrect replies, incorrectly copied ac- 
count numbers, errors in data process- 
ing, etc. 

The size of the sampling error in 


93 





the estimate was computed by the 
formula for the standard error of a per- 
centage estimated from a simple ran- 
dom sample. In this case, the sampling 
error in the percentage (of employees 
without account numbers) was com- 
puted by: Sampling error (o,) = square 
root of the fraction obtained by multi- 
plying the percentage (p) by 1 minus 
the percentage (1-p) divided by the 
size of the sample (n) or, 


o = Vp (I-p)/n. 
The computations were as follows: 
| (-04)(.96) 
\ 4542 


The sampling error turned out to be 
less than 1% (.003 K 3 = .009), with 
a probability of 99.7% that this error 
magnitude would not be exceeded. 


Thus, the original goal of containing 


the sampling error within 2% 
achieved. 

It was essential to evaluate the mag- 
nitude of the nonsampling errors in the 
sample, to determine their effect on the 
estimates. This type of error is illus- 
trated by inaccuracies in the reported 
account number. A quality check on 
the accuracy of the account number 
reported on the questionnaire was made 
against the social security account num- 
ber records by employees of the Bureau 
of Old-Age & Survivors Insurance. It 
indicated that, where memory was relied 
on, the account number given was cor- 
rect in about 97% of the cases; where 
a record was referred to, the reported 
number was correct in about 98% of 
the cases. This was considered to be 


was 
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a satisfactory rate of accuracy and, 
therefore, the main source of non- 
sampling error in this survey was 
deemed negligible. 

The sampling error in the estimated 
percentage of federal civilian employees 
who did not have an account number 
was computed to be no higher than 1% 
with a 99.7% probability that it would 
not be exceeded. This means that the 
single “point estimate” of 4% without 
account numbers may be as low as 3% 
or as high as 5%. When the low and 
high percentages are multiplied by the 
total of 2,390,000 federal civilian em- 
ployees as of March 1960, the “point 
estimate” of 96,000 employees without 
account numbers becomes an “interval 
estimate” of 72,000-120,000. Because 
we have tolerated three standard errors 
(3 X .0029 = .0087), this interval es- 
timate is called a 99.7% confidence in- 
terval; in other words, our confidence 
is 99.7% or 369 to 1 (99.73% =~ 0.27) 
that the given interval of 72,000-120,- 
000 contains the true number of em- 
ployees without account numbers. Ex- 
pressed differently, we are taking a risk 
of 0.27% or chances are 1 to 369 
(0.27 + 99.73) that the given interval © 
will fail to include the true number. 

The results of the study were pre- 
sented in a report prepared by the staff 
of the Civil Service Commission to its 
executives. It contained the interval 
estimates based on the sample which 
answered the basic questions and indi- 
cated with a very high confidence (al- 
most, certainty) that a very much 
smaller workload of account number 
issuances to federal civilian employees 
would be involved than originally an- 
ticipated. 
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Arrow indicates how automatic feed 
swings away for loading tray or for 
hand feeding. ( Inset ) Exclusive, self- 
leveling stripper pin with optional 
blades for positive feeding of paper 
- or card stock. 


Feed rollers slide together, center feed 
small forms, coupons, post cards, —: 
matically. Segmented master clam 
with blockout slot firmly grips al 
masters. Scale on drum and tray for 
positioning. 


IT GOES LIKE 
A BLUE STREAK 


NEW ERA MODEL 


STANDARD DUPLICATING MACHINES CORPORATION, 


EVERYTHING YOU COULD WISH 
FOR IN A FLUID DUPLICATOR... 


answer to the copying problems of 
Business + Industry + Institutions 


This fabulous Standard Rocket Duplicator 
goes like a blue streak . . . goes smoothly, 
quietly, faultlessly. The last word in de- 
sign, it provides the fastest, most satisfac- 
tory method to reproduce rush notices and 
bulletins or to handle, in a single writing, 
all the copies necessary for purchasing, 
production, order-invoicing or for educa- 
tional purposes. With motor self-contained, 
it’s convenient to use on a desk, file top 
or table. Matching cabinet available, if 
desired. 

Standard, pioneer of fluid duplicating in 
America, with a proud reputation to up- 
hold, guarantees you a top quality dupli- 
cator at a most reasonable price. Write for 
literature or a demonstration. There’s no 
cost or obligation. 


For More 
Information 
Circle No. 200 
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Knoeks the stuffing 
out of mailing! 


Getting out a mailing around here 
used to be pure grief! We never could 
find enough extra people to fold and 
stuff envelopes. We had to drag in 
secretaries and use girls from other 
departments. Handed out a fortune 
in overtime. Regular work schedules 
were shot, and morale was a dirty 
word! Now, nothing to it. One girl 
handles a mailing — with that little 
Pitney-Bowes folder and inserter. It’s 
paid for itself many times over. 

Have you learned about the table 
model 3300-FH? It can fold and 


stuff in envelopes 500 standard letter 
sheets in eight minutes. A double 
detector prevents inserting more than 
one enclosure, or missed insertions. 

_The 3300-FH is far faster, more 
efficient, and less expensive than 
hand folding. It costs little, takes little 
space, is easy to set, can be run by 
anybody. The inserter unit can be 
used by itself, or combined with any 
PB folder. 

For mailing bills, bulletins, letters, 
cards, statements, stapled sheets, the 
3300-FH is invaluable. It comes in 


Pitney-Bowes 
> FOLDERS & INSERTERS 


Made by the originator of the postage meter ... 148 offices in the 


U.S. and Canada, with nationwide service coast to coast. 
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handy with daily correspondence. 
Prevents disruptions of office routine. 
Makes possible better scheduled and 
faster mailings. Boosts morale. And 
saves times and money in even a 
small office. 


The larger 3100 
Inserter can stuff 

up to six enclosures 
at once, at speeds 
up to 6,000 
envelopes an hour. 
And can be attached 
to a PB postage 
meter machine to 
stamp and seal 

the stuffed envelopes. 


Call any Pitney-Bowes office for 
a demonstration. Or send for free 
illustrated booklet and case studies. 


FREE: Handy desk or wall chart of 
latest postal rates, with parcel 
post map and zone finder. 


ee ee 
PITNEY-BoweEs, INC. 
3473 Crosby St., Stamford, Conn. - 


Send free ( illustrated booklet and 
“case studies” on PB Folding and In- 
serting Machines; 0) Postal Rate Chart. 
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Mechanized Job Timekeeping 


Is Faster and More Accurate 


CCURATE COMPUTATION of 
labor costs is important in ar- 
riving at the price of a finished product, 
particularly when the product is being 
manufactured to order, i.e., when it is 
a special item or assembly. General 
Machine Products Co., Trevose, Pa., 
which specializes in the production of 
special machinery, communications 
equipment, specialties and assemblies, 
each of which is unique, had the prob- 
lem of charging labor costs against 
almost every product it manufactured. 
For many years, the company relied 
on time slips, manually filled out by 








All job shop orders are imprinted by a 
Calculagraph elapsed time computer at 
the start of each job. Machine automat- 
ically deducts all nonchargeable periods, 
gives only the elapsed time at end of job. 
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each worker. At the end of each day, 
the worker would enter on his time 
slip the time he spent on each individual 
job. In the office, total hours as indi- 
cated by the individual slips were 
charged against the job, and the total 
labor cost arrived at. 

As labor costs became increasingly 
important, flaws began to appear in the 
system. It depended for accuracy on 
the estimates of the workers them- 
selves. If a worker took too long on 
a particular operation, he might in- 
dicate a shorter time on another job. 
While the worker’s time would be fully 
accounted for, the time charged against 
the individual jobs would be inaccurate. 
This did not provide the company 
with adequate knowledge about produc- 
tion time and individual worker per- 
formance. It was difficult to set pre- 
cise work standards when time records 
were the result of worker interpretation. 

Late last year, the company com- 
pletely revised its time charging system 
by installing automatic Calculagraph 
elapsed time computers throughout its 
plant. The computers are programed 
to account only for the working 
schedule of the plant. Lunch periods, 
breaks, starting and stopping times are 
automatically deducted, so that only 
exact-to-the-minute time worked on 
each individual job is recorded. No 
manual entries are made on the time 
cards—only machine-verified figures are 
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imprinted by the elapsed time computer. 

The system starts with the plant su- 
perintendent who sets up the produc- 
tion schedule on a chart with delivery 
date noted. He determines the particu- 
lar jobs to be worked on during a given 
period, and the sequence of work on 
each job. The production schedule is 
then broken down and allocated to de- 
partment heads in the plant, who issue 
numbered job shop order cards to in- 
dividual workers. These pre-printed 
cards also carry employee’s number and 
constitute the history of the job. 

As soon as the worker receives a 
card, he inserts it in the Calculagraph in 
his department and presses a lever to 
imprint the starting time and calendar 
date of the operation he is to perform. 
When he completes his operation, he 
again inserts the card in the same 
Calculagraph which imprints the 
elapsed time. Any number of other 
workers in this department may insert 
any number of job tickets in any se- 
quence. If a lunch or nonchargeable 
period has intervened, the computer 
automatically deducts this non-work 
period and prints only the time the man 
has been on the job. He then places 
the card in a box near the computer 
from which it is collected at the end of 
the day. 

With this system, there is no need 
for the worker to consult the clock 
and make his own entry. There are 
three time computers in the plant, 
with boxes for completed cards. This 
eliminates worker traveling, and insures 
imprinting of exact time worked in 
accordance with the schedules of each 
department. 

At the end of each day, the cards 
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are collected from the boxes and taken 
to the office where they are broken 
down by category. After being sorted 
and totaled, job totals are entered in 
the shop order book. When the job 
is completed, management has on 
record the exact number of hours spent 
on it. This total is multiplied by the 
established job rate to arrive at the 
total labor cost. 

The time computing system also 
gives the company fuller knowledge of 
its labor distribution in the plant. Each 
time computer is coded and analysis of 
the cards shows which employee worked 
in which department for how long. As 
there are different job rates in different 
departments, this affords a further cost 
breakdown. According to G. Nelson 
Pfundt, assistant treasurer, the system 
has cut clerical time in the office, 
tightened performance in the plant, and 
given the company the kind of machine- 
verified data it needs for labor cost 
analysis and individual job charging. 


While job is in production, time and shop 
order cards are housed in visible rack next 
to the elapsed time computers located 
throughout the plant. 





How Three Techniques Helped 


Admiral Sales Corp. Increase 


Printing Capacity 50% 


BERNARD HEINRICH, Manager, Administrative Services, 


Admiral Sales Corp., Chicago 


N EFFICIENT workload alloca- 
Aan system, offset equipment and 
facsimile master preparation techniques 
now enable our printing department to 
handle 50% more volume than pre- 
viously. This three-pronged improve- 
ment in our printing operation gave us 
the capacity to produce about 18 mil- 
lion copies, both black and color, dur- 
ing 1959. These included everything 
from forms, letterheads, bulletins, pages 
of books, promotional literature, pro- 
posals, specification sheets, drawings, 
price lists and direct mail, to paper- 
work for our sales order-invoice, pro- 
duction order and engineering change 
order systems. We had one A. B. Dick 
Model 350 and two A. B. Dick large- 
image Model 360 offset machines. The 
addition of a third Model 360 last year 
increased our 1960 volume to 24 mil- 
lion copies. 

The offset machines can be run with 
a minimum of effort and fatigue after 
a brief period of operator training. A 
fingertip lever in the Aquamatic mois- 
tening system gives the operator com- 
plete control in metering fountain solu- 
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tion to maintain ink-water balance. We 
produce quality halftones and fine line- 
work for catalogs, product literature 
and other promotional material in both 
black and color. Self-adjusting cylin- 
ders permit us to switch from paper to 
card stocks and from paper to metal 
masters instantly. We have found this 
equipment generally more than pays 
for itself in the first month because of 
operating speed, shortened make-ready 
and clean-up time, ease of operation 
and maintenance. 

One Model 360 is assigned to general 
duplicating of forms and other material 
in quantities of 500 to 5000. Another 
360 produces general duplicating in 
quantities of 10,000 or more copies. 
The 350 is used to run general jobs call- 
ing for 15 to 500 copies and the third 
360 duplicates nothing but systems 
work, varying from 15 to 100 copies. 

This kind of workload allocation has 
two advantages. Machine operators be- 
come thoroughly familiar with the 
techniques required to run their par- 
ticular jobs. For instance, the systems 
machine operator is adept at quick 
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changeover of masters for short-run, 
repetitive work. Work scheduling is 
more efficient. Since we know exactly 
how much time it takes each machine 
to run the type of work assigned it, we 
can more easily schedule and direct to 
the machines a steady flow of work. 
All paper masters, except those used 
to produce systems work, are imaged 
by a facsimile process, whereas for- 
merly the majority of paper masters 
were typed. Imaging is done in an 
area immediately adjacent to the dupli- 
cating and collating operations. We 


can go from an original to a master in 
a few minutes. 

Facsimile preparation of masters 
also permits copy changes quickly and 
Alterations are accomplished 


easily. 


by cutting out obsolete copy, pasting 
in new copy, and rephotographing. 
Such alterations are performed within 
the printing department. Systems mas- 
ters are typed in the departments re- 
sponsible for initiating them and de- 
livered to the printing department 
periodically throughout the day in 
batches of 25 to 50 at a time. Metal 
plates are used for very long runs, when 
re-running is likely, or for reproduction 
of halftones and large solids. We run 
600 different masters a week. Printing 
requests are running as high as 600,000 
copies weekly. We soon will require 
additional equipment and space to meet 
this growing need. 

We estimate that we print jobs that 
would normally be done outside— 


ey 


Three A. B. Dick Model 360 and one Model 350 offset duplicators produced some 24 


million pieces for Admiral Sales Corp. last 
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year. 
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Bill and Collect Faster with the Ozafax 120 


~~ 


‘Lazy money’’. . . money tied up by laggardly billing... 
ups your cosis, cuts your profit, dulls the competitive 
edge of your product. 

Eliminate it. Get’ and keep your billing up to date with 
the Ozafax 120. Order-invoicing by Ozalid, fastest known 
way to process your orders, frequently reduces the time 
cycle between shipping and billing from 8 days to 2! 
Faster, error-proof Ozafax billing saved one company 
$15,000 yearly . . . another $17,000. What can it save you? 
Make your money work harder for you. The coupon brings 
facts on this compact, multi-purpose table copier. Mail 


it today. €¢) Y A & | D® 


Division of General Aniliné & Film Corp., Johnson City, N.Y. 
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OZAFAX 1208 

Lowest priced one-step whiteprinter on 
market. Reproduces any translucent 
material up to 11” wide. Fits easily 

into your present order-invoicing system. 


Mr. James A. Travis, Mgr., Marketing 
Ozalid, Dept. 111, Johnson City, N.Y. 


More information please, on how the 


Ozafax 120 can increase my liquid assets. 


Name 





Firm 





Address 





City 





REMEMBER, FOR PEAK EFFICIENCY, ALL OZAFAX COPIERS WORK BEST WITH OZAFAX SENSITIZED MATERIALS 


For More Information Circle No. 477 
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Working with two previously used orig- 
inals, offset platemaker cuts a section from 
each (top 1.), pastes them together (top r.), 
then makes a metal (or paper) master from 


the pasteup (bottom 1.). Master then is 
used to print copies at the rate of 9000 per 
hour (bottom r.). 


forms, literature, letterheads—for about 
half the cost of outside production. We 
do other jobs, such as systems work, 
that could not feasibly be done at all 
outside. Recent ease-of-use advances 
in printing and duplicating equipment, 
which enable semiskilled operators to 
turn out quality work after only a brief 
training period, allow much of this 
equipment to be economically justified 
in small businesses as well as in large. 
Printing supplied from _ outside 
sources involves the following steps: 
placing the order, scheduling delivery, 


108 








printing, delivering, and receiving. Time 
involved can run into days. When work 
is requested through our own depart- 
ment, the original is sent to the depart- 
ment manager with a simple work order 
form and, in about 20 minutes, 2000 
or more copies can be delivered to the 
requesting department. Because of the 
speed with which forms and other ma- 
terial for special use can be reproduced, 
space normally used for storing forms 
can be used for other purposes. Waste 
through forms obsolescence is elimi- 
nated. 
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“PERFECTION 
IS YOUR 
PROTECTION 








PAPER 


IF YOUR DATA PROCESSING 


ISN'T ALL THAT IT SHOULD BE- 


... before you question the efficiency of your machine or 
operator, try Perfection Tapes and note the improvement. The 
consistent quality of Perfection Tapes is no accident—every lot 
of paper is tested to rigid specifications. 

Perfection Tapes perforate cleanly and sharply to give undis- 
torted readings. Close laboratory controls assure maximum 
reruns and folds. 

If you need a unique tape, the Perfection Research Depart- 
ment may have the very grade for you. Programming Tapes for 
mechanical, capacitance and photo electric readers, which can 
be run thousands of times, are readily available. 

Perforator and Computer Tapes « Single Copy Printer Papers 
Multi-Copy Printer Papers 
. 


INVENTORIES IN 90 LOCATIONS 


USE COUPON BELOW FOR ACTUAL SAMPLES 





SALES DEPARTMENT © 
PAPER MANUFACTURERS CO. 
PHILA. 15, PA. 


MANUFACTURERS Wahowt. chbligution, plouse send san. your beablet 
Tere). ia-¥, bd containing actual samples of PERFECTION Communico- 


PHILADELPHIA 15, PENNSYLVANIA 


s INDIANAPO 
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Sound Organization Is the 
Basis of Good Management 


MILTON REITZFELD, Management Consultant, New York 


FFECTIVE MANAGEMENT has 

many prerequisites. To promote 
these requirements, some 3000 ar- 
ticles are published each year in pro- 
fessional and business magazines, but 
the majority of these ignore the foun- 
dation for good management: organi- 
zation. Why? 

Perhaps the authors have become so 
accustomed to the “outer garments” of 
business and industry that they are 
loathe to criticize or, worse, consider 
change. Dare we bite the hand that 
feeds us? Most of us occupy some 
niche in an organization. Yet it is the 
very state and composition of today’s 


business organizations that deter man- 
agements from achieving optimum busi- 
ness conditions and objectives. 

Let us explore the state and compo- 
sition of organization in industry and 


government. Are they classically sim- 
ple with sharp lines of demarcation to 
denote functional areas? Or are they 
large and complicated with blurred lines 
of authority? The latter appears to be 
the case. We tend to worship the God 
of Specialization to a point where, in 
some agencies, whenever a new task is 
assigned, a new organizational unit is 
set up—instead of finding where, in the 
existing organization, such a project 
could be placed. This philosophy holds 
for personnel recruitment as well. We 
employ thousands of specialists to work 
in very narrow functional areas. 
Organization problem areas are not 
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limited to the over-organized, over- 
specialized. Such “empires” often have 
the accoutrements of effective manage- 
ment in the form of organization charts, 
position descriptions, written pro- 
cedures, etc. But thousands of com- 
panies are so informally constituted that 
they might be properly called groups 
rather than organizations. These loose 
confederations are not organized in the 
true sense of the word. Starting with 
a good business idea, they are success- 
ful enough to stay in operation with- 
out formal organization, job titles, writ- 
ten procedures, organization chart, etc. 
But are they really successful? A visit 
to one of these groups recently disclosed 
much additional paperwork and loss of 
time because so-and-so didn’t know 
whether or not Mr. A had authority; 
why departments X, Y, Z were in this 
project, what they did, etc. Today’s or- 
ganizations run the gamut from loose- 
knit types to the most complex. 

A word about centralization and de- 
centralization. In the past decade, it 
has become fashionable for the larger 
corporation to decentralize. The bene- 
fits of this are well known, but enthusi- 
asts are quick to gloss over two dis- 
advantages: creation of duplicate or- 
ganizational units, and lengthening of 
the span of control between top man- 
agement and employees. 

These facts are available to any one 
who has the desire and time to explore 
the situation. Why then have I both- 
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Most files consume 25 to 27% inches of 
extra floor space just to get their drawers 
wide open. 

These files do not. 

These Y&E Pro-Files* have no drawers. 
With the Rock-A-Tilt mechanism, compart- 
ments rock open easily, expose all contents 
at once. All guides and indexes readable, 
reachable, from either side. Two people can 
file or find at the same time without block- 
ing aisle or other cabinets. 

At “wide open,” your letter-size Pro-File 
will project only 6 inches. Legal size pro- 
jects only 734 inches. That’s why Pro-Files 
can save you 30% of your filing floor 
space over standard files. 

Safely stack Pro-Files to the ceiling. The 
center of gravity always remains within 
the cabinet, open or closed. 

Build them into 12%-inch-thick wall 
spaces, use them as modern dividers, ar- 


30% less floor space... 


rn | 


range them in space-saving ways not prac- 
tical for standard files. 

A Y&E man is located wherever you are. 
Or, if you’d like to read more about Pro- 
Files, send us the coupon below. *Patented 


YAWMAN 
& ERBE 


A STERLING PRECISION CORP. 
1001 Jay Street, Rochester 3, N. Y. 


Please send me your Pro-File folder. 
Name 

Title 

Company 

Street 


Zone State 


For More Information Circle No. 324 
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ered to waken this “sleeping dog”? 
Many vital problems now confront this 
nation. They begin with our enormous 
tax burden to support federal, state, 
county and city governments. It is dif- 
ficult to refute the direct relationship 
of our high tax rates with the overlap- 
ping and duplication of effort that ex- 
ists in many governmental agencies. 
Some industrialists and politicians be- 
lieve that our high tax base stifles both 
individual and corporate incentive and 
could lead to national economic col- 
lapse. Top-heavy organizations not 
only are slow and costly in realizing 
objectives, but frequently fail to realize 
them at all. 


One of our many shortcomings is 
inadequate education. Can anyone 
rightly say we are properly organized 
for our highest potential? For example, 
in one county there are more than a 
dozen separate boards of education. 
Within each board individual schools 
employ different texts, forms, pro- 
cedures, etc., although overall, all 
schools meet the minimum require- 
ments of their state. Consolidation into 
one county-wide board of education 
would save hundreds of thousands of 
dollars through procurement, facilities 
and salaries, and more important, im- 
prove the quality of education. Al- 
though “too much government” receives 
constant publicity, it is usually limited 
to the federal level, ignoring the fact 
that of the 8 million persons employed 
by government only about one-fourth 
is in that area. The vast majority work 
at the state or lower local levels. 


Shortcomings in public transporta- 
tion, highways, and care of the sick 
are wholly or in part directly traceable 
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to inept organization. More important 
is the international situation. Although 
most of us are not qualified to evaluate 
this, we are concerned when confronted 
by the statements of qualified persons 
who are worried about our abilities in 
this vital area. Invariably such declara- 
tions argue for or against different types 
of organization. Here is how Moham- 
med Orjub Khan, president of Pakistan 
—one of our few allies in the Orient, 
sees us, as reported in the New York 
Times, June 27, 1960: 


“We are beginning to doubt that the 
governmental machinery of the U.S. is 
attuned to the requirements of the 
nuclear age . . . whether the govern- 
ment machinery would permit it to act 
quickly enough. This machinery ap- 
pears cumbersome, sluggish and a 
clumsy juggernaught .. . in my mind, 
that is the greatest danger to the free 
world.” 


Inept organization in business and in- 
dustry has resulted in poor workman- 
ship, failure to meet consumer demands, 
and unnecessarily high prices. That 
such companies remain in business is 
no real indication that their organiza- 
tion is efficient. The sum of our end- 
products and services is just as im- 
portant as our missiles in improving 
the international situation. The enemy 
would just as soon win without firing 
a shot, and he is trying to do just that. 

Why do we continue developing ex- 
cellent administrative systems and out- 
standing automatic techniques while 
ignoring the backbone of management: 
sound organization? The vested inter- 
ests, at every level, who fight for the 
continuance of their “empires” at all 
costs would make fitting scripts for mu- 
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The Office 
“fixture” type 





She is very nearly the indis- 
pensable woman. Maybe her 
boss takes her a wee bit for 
granted—but he is smart enough 
to pay her handsomely. 


This girl is a charter member 
of the STENOSTIK Club of 
Superior Secretaries. For years 
a user of ERASERSTIK, she was 
delighted when A.W.Faber 
announced STENOSTIK, a modern 
ball pen especially designed 
for secretaries. 


She loves STENOSTIK because 
it is feather-light, beautifully 
balanced, starts fast and flows 
smoothly without skips or clots. 
Its exclusive long-tapered grip 
is kind to her tired fingers. 


Full-length cartridge ink 
supply in blue, black, red or 
green. 39¢—3 for $1. You are 
invited to join the STENOSTIK 
Club today. 


8 
3 
= 
KB 
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A.W.FABER’S 


STENOSTIK* 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 
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WHO GETS BY 
YOUR SECRETARY 7? 


Most likely, the man whose bearing and appearance 
indicate he has something worthwhile to say 
gets in to see you. Yes, people are judged 
by their appearance, but the busy 
executive must often depend 
upon his correspondence 
to convey the best possible image 
of himself and his company. 
This is where the quality of the paper 
selected plays an important part. Top-level 
thinking deserves to be seen against the background 
of top-quality PARSONS Bonds. The obviously 
superior look and feel of these papers complement 
the importance of what you have to say. 


ee. 8 89 


PARSONS BONDS 


OLD HAMPDEN BOND o{ ar 
PARSONS BOND @ 100% 
L’'ENVO! @ 100% 

LACONIA BOND A 75% 
EDGEMONT BOND @ 50% 
HERITAGE BOND @ 25% 


RASABLE BOND @ 25% 

IN -I 0) | 

Specify a PARSONS Bond Paper to your 
local printer or paper merchant 





MAT: x vwr FEBRE CO. HOLYOKE, MAGSACHUSETTS 
For More Information Circle No. 426 
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sical comedies, were it not for the irony 
of it all. A horrible fate may engulf 
us if we do not revamp and revitalize 
our organizational structures. 

Too much organization improperly 
coordinated is nothing more than a form 
of anarchy. Each unit clamps down 
its own iron curtain and sets about to 
aggrandize itself. Such structures lead 
to duplications of effort, high costs, in- 
tercompany squabbles, inaccurate data 
processing, etc. Top management is 
placed on an artificially high level, 
shut off from the knowledge required 
to achieve important objectives. When 
it is finally cut in on problems, it can- 
not make decisions because it doesn’t 
know all the facts. Meanwhile, depart- 
ment heads continue on their high and 
mighty way, secure in the knowledge 
that in so complex an organization it 
may take years before their actions and 
errors are disclosed. 

Poor organization, in particular over- 
decentralization, is the prime cause of 
red tape and too much paperwork. An 
amusing insight into the way decen- 
tralization acts as fertilizer for growing 
records is the MAPO (Magnetic Affin- 
ity of Paperwork to Organization) con- 
cept: 


PAPERWORK 


HO F 


1. Home office (HO) requires additional 
communication systems to guide and direct 
the field offices (F). 
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HO 


PAPERWORK 


2. Field offices must communicate their 
actions and status of projects to home 
office via reports, etc. Field offices de- 
velop their own systems and controls. 


HO 


PAPERWORK 


3. Field offices then begin old American 
custom of business politics to justify and 
strengthen themselves, and increase in size. 
This requires more organization, more 
personnel and more paperwork. 


HO F 


4. Home office now finds it needs more 
people, more organization and more 
paperwork to manage field offices, 


We really begin to realize the size 
of this personnel-and-paper-eating mon- 
ster when we place the requirements of 
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the branches and headquarters face to 
face: 


Every increase in organization begets 
more paperwork, which begets more 
people, which begets more organization, 
which begets more paperwork, ad in- 
finitum! 

Starting now (tomorrow may be too 
late), management should review its or- 
ganizational structure and make the 
alignments necessary to achieve the 
following: 

e Establishment of written, clear-cut 
overall corporate and departmental 
objectives, plus an organizational 
chart based on this data. 

e Assignment of properly qualified 
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personnel on broad functional 
bases, with preparation of repre- 
sentative job descriptions for all 
including the “executive suite.” 
Orientation of all departments and 
key personnel toward overall cor- 
porate objectives rather than just 
their individual units; and the use, 
where proper, of task forces rep- 
resenting all departments. 
Executive review of individual de- 
partments and key positions in 
terms of their contribution to the 
corporate objectives; and elimina- 
tion or merger, wherever feasible, 
of overlapping or unnecessary or- 
ganizational units and positions. 
Establishment of an executive de- 
velopment program predicated on 
mandatory internship in all depart- 
ments as a prerequisite for depart- 
ment heads and higher positions. 
Training program for employees 
on “what their company does and 
how it operates.” 

Annual organizational audit re- 
peating each of the above men- 
tioned steps to insure continuity. 
The subject of organization is com- 
plex and requires a thorough un- 
derstanding of leadership, personal 
motivation and other social 
sciences. In the larger enterprise 
or governmental agency, it should 
be the basis for continual study 
and analysis by competent organi- 
zation analysts. The thoughts ven- 
tured here are but a simplification 
of the problem, but if this un- 
sophisticated airing sparks some 
thought and action by manage- 
ment, it will have served its pur- 


pose. 
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New Kodak Ektalith Method saves estimated 
1325 per month in master-making costs! 


Cost of making 500 masters per month 
reduced nearly 50% with new Kodak 
Ektalith Method 


Detroit Edison Company gets high-quality 
offset masters by installing $875 Kodak 
Ektalith Processor in Copying Section. 


This unit, in combination with camera, 
produces offset paper masters (for reduced, 
enlarged, or same-size copies) in 3 fast, 
easy steps: 

Just expose ... process... transfer... 
and the plate is ready for the duplicator at 
& fraction of the former cost and time for 
camera-produced metal plates. Total sav- 
ings are estimated at $2.65 per plate. 

Kodak Ektalith-made plates reproduce 


KODAK 


Kodak Ektalith Processor, Model 20 (to left in 
background) teams up with darkroom camera 


solids without mottling . . . all but end 
need for plate clean-up work. They have 
proved highly satisfactory for 500 or so of 
the short-run orders that are handled 
monthly at Detroit Edison. 


Free booklet gives details on versatile 
Kodak Ektalith Method and Ektalith units 
designed for office and darkroom use. 
It will pay you to call your 
local Kodak Ektalith Dealer 
or write Eastman Kodak 
Company, Photo Repro- 
duction Products Div., 

Rochester 4, N.Y. 


Price ts list and subject to change 
without notice. 


a 
BWktali th ..-puts you ahead in offset duplicating 
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Early Retirees Offer 


Brainpower at 


7 
A. Devaney, 


OME LARGE organizations today 
S are adopting the procedure of re- 
tiring their sales force, lower manage- 
ment and middle management groups 
at the age of 55. This is done mainly 
to create opportunity for the younger 
staff to advance to the more responsible 
and higher paid positions before they 
become discouraged and leave the or- 
ganization for some other company 
which will give them an opportunity to 
advance more quickly. In most cases 
those who retire at 55 are granted rea- 
sonable pensions but, in the majority 
of instances, not enough for the indi- 
vidual to maintain his current standard 
of living. 

This situation leads those individ- 
uals to immediately go out and seek 
other employment. The pension they 
receive and the salary they can secure 
in some other job will permit them to 
continue on the same basis they are 
used to for another ten years, at least. 

This condition should enable large 
organizations to obtain trained manage- 
ment and executive material by employ- 
ing retired individuals for positions 
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Low Cost 


CLARENCE G, SCHOLTZ 


Inc., N.Y. 


which would be more along the line of 
consultants than actually line authori- 
ties. Some companies have hired re- 
tired employees to head supply rooms, 
or mailrooms and other jobs which are 
not policymaking, but work better with 
someone in charge who has had man- 
agement or executive experience and 
thus knows all the tricks, most of the 
answers, modern methods and the value 
of a dollar. 

As time goes on, there is no doubt 
that other organizations will become 
aware of this opportunity to increase 
the intelligence of their staff without 
having to pay excessive salaries to do 
so. As a matter of fact, such trained 
personnel could be used as assistants 
to members of the staff already selected 
to be executives in the future. Having 
them associate with experienced men 
could improve and advance them that 
much faster, all of which would be to 
the good of the company. How could 
you lose if you could hire a $15,000 a 
year man for $5000. It’s being done— 
so there’s gold in them there retirees if 
business will go looking for it. 
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“STAR” OF THE OFFICE— STAR PLASTIC TYPE CLEANER! 


KNEAD IT! Ink sticks to it. Dirt sticks to it. Office machine grime sticks to it. Nothing 
4 sticks to you! STAR TYPE CLEANER thoroughly cleans typewriter keys, 
pets adding, billing and addressing machines, time stamps and rubber stamps 


— = S —and your own hands stay clean! 
TREE In fact, there’s nothing to stain. No messy brushes or rags. Nothing to 


bth dont spill...nothing to corrode metals...no fumes and no fire hazard, either. 


REMOVE IT! ‘ : 
ee It’s quick, easy, modern! 
- - More? It’s so economical it can be used daily for months on end. Prolongs 


eh) ‘ 
DIRTS GONE! . machine-life, cuts repairs and servicing. Comes in hinged-cover plastic 
ae v box. See your nearest stationer’for STAR TYPE CLEANER by EBERHARD 
sseoestc< FABER—your one source of supply for all writing needs. 


S&S EBERHARD FABER 


Witkes-Barre, Pennsyivania-New York-Toronto, Canada 
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Tickler File Keeps 
Executives Up to Date on 
Status of Projects 


ARTHUR W. CLARK, Vice President, 


Home Security Life Insurance Co., Durham, N. C. 


HE EXECUTIVE department of 

our company requested the plan- 
ning department to develop some means 
whereby the progress and status of cur- 
rent projects might be readily main- 
tained. The system had to be easy to 
install and maintain. It had to be 
flexible and afford a semiautomatic re- 
minder of any executive department 
responsibilities with regard to a given 
understanding. 

Whenever a new project of a non- 
routine nature is phased into company 
plans, its development and completion 
become the responsibility of a specific 
department head. An estimated com- 
pletion date is developed, and a suspense 
date is assigned, representing the earliest 
time at which the executive department 
will need to be concerned with the 
status or progress of the effort. The 
suspense date may represent a report- 
ing date or a planning conference or 
some other activity in which the execu- 
tive department will be required to par- 
ticipate. Prior to this time it will be 
unnecessary for the president, execu- 
tive vice president or senior operating 


committee of the company (as a group) 
to concern themselves with the matter 
unless the responsible officer wants to 
bring it before one or more of those 
involved. Those in the executive de- 
partment need to have available a quick 
reference as to what plans are in prog- 
ress, under whose guidance they are 
being conducted and the dates of any 
pending action which may involve the 
executive department. 

A simple chronological sequence file 
based on estimated completion dates or 
any earlier suspense dates met these 
requirements for handy reference. In 
each case the file reference is under the 
earliest future date involving the execu- 
tive department with a given project. 

The file is housed in a small 3” x 5” 
card cabinet indexed by month. Daily 
index cards could be incorporated, but 
so far have proved unnecessary. Perti- 
nent data concerning each project is 
entered on a separate card and filed 
behind the index for the month in which 
it should next require attention. The 
suspense date may represent the day 
some action is supposed to be taken, 
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“let's up-periscope and have a look around” 


This idiom of the agency world simply says to examine an 
idea or situation carefully and completely. Good advice to 
our way of thinking...advice you should certainly consider 
when selecting and ordering paper. Once you have studied 
all the individual requirements of a particular job, the 
paper you choose must not only meet those requirements, it must 


enhance your proud reputation as an expert craftsman. 


Next time and every time, look to Fraser printing papers... 


mY Af 


& SNOWLAND BOND, MiIMEO AND DUPLICATOR, FRA-OPAQUE 

AfT TCS) 

ry ine) al 

\ INV || ase Faaser Paper 
oy 

FRASER PAPER, LIMITED 


SALES OFFICES: NEW YORK, CHICAGO 8 MILLS: MADAWASKA, MAINE 
For More Information Circle No. 340 
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MASTERPIECE 


a 





portrait 


of 


addressing 


label 


efficiency 


Here’s one masterpiece that gathers no dust. Companies every- 
where keep Dupli-Snap labels busy speeding their mailings efh- 
ciently. No special equipment needed, and you get up to six copies 
of your mailing list with a single typing. 

Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
labels designed to meet every modern requirement at low cost. 

Remember, labels are the key to economy and efficiency in 
mailings, Find out what the “Dupli-Mail” label system can do for 
your firm. See your stationer today, or write to Eureka for samples. 


For More Information Circle No. 428 
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or some consideration or review given, 
or it may be the estimated completion 
date. If delays or postponements re- 
quire changing suspense dates, or if 
contemplated action is taken on one 
suspense date and a new one is assigned, 
it is easy to enter a new suspense date 
on the card and refile it in the appro- 
priate place. An item may come up a 
number of times prior to its completion. 

The Date Established on the card is 
the day that the project is phased into 
formal plans and responsibility for its 
development is assumed or assigned. 
The Department Responsible may be a 
senior officer, department head or one 
of several departments within the area 
of responsibility. For example, the 
personnel department may be respon- 
sible for a specific assignment. The per- 
sonnel department, however, reports to 
the vice president and secretary whose 


responsibility for the project will be 


indicated by the color of the card. Ex- 
ecutive department projects are on 
white cards, actuarial on canary, agency 
on green, and so on, so that major cor- 
porate divisions are identified by color. 
The responsible section within a divi- 
sion is shown by an appropriate entry 
on the card. 

Such a tickler file may be adapted 
to use by other members of an organ- 
ization. It lends itself well for use by 
individual department heads who may 
employ the same system within their 
individual areas of responsibility. Minor 
as well as major projects may be in- 
cluded and the file can serve as a ready 
reference and reminder for a wide 
variety of nonroutine or nonrecurring 
projects. It proves helpful for quick 
reference to matters which may concern 
the file holder during a given month and 
flags various functions which may con- 
sume his or his subordinates’, time. 





PROJECT TITLE 


DATE ESTABLISHED 


PROJECTED COMPLETION DATE 


SUSPENSE DATE 


DEPARTMENT RESPONSIBLE 








FORM 9901-1. ED. 10-60, 





HOME SECURITY LIFE 


seeanne t 








Corporate divisions are coded by cards printed on index bristol of different colors. 
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The world's largest installation | 


in the world's largest | 


SUPREME STEEL 


proudly announces the instal- 

lation of 225 specially designed 
Conserv-a-matic units in the trust 

vault of the new Chase Manhattan Bank 
‘headquarters in lower Manhattan, 

to consolidate the storage and processing 
of billions of dollars worth of securities. 


Researched for Chase Manhattan 

by a nationally known testing laboratory*, 
the installation will save considerable 
space and time, and allow for 

better use of the bank’s 

administrative staff. 


*Name furnished on request 


ONSERV-A-MATIC” 


Patents pending 


SUPREME STEEL, the originator of motorized 
shelf filing, is proud of this association with 
Chase Manhattan, a leader in world banking. 





| of automatic shelf filing... 


} 


securities vault! 




















Other types 

of Conserv-a-matic 

are in use in hospitals, insurance companies 
and other banks throughout the United States. 
We invite your inquiries concerning For More Informatio 
our standard models or any special design you require. ii “on 


SUPREME STEEL EQUPMENT Gump." 








What is most important 
in a carbon set? 


Sa only 


CARBONSETS 
have 


SEA FOAM BOND 


Only CARBONSETS contain water- 
marked SEA FOAM BOND, quality 
leader in lightweight papers. That's 
why CARBONSETS give premium per- 
formance—neat, flat, readable copies 
—and lots of them. And when erasures 
are necessary it’s the word that goes, 
not the paper. 


CARBONSETS are easier to use, too. 
Complete instructions, along with a 
handy positioning scale, are imprinted 
on every sheet. 


Judge for yourself. Send for a free 


trial kit of CARBONSETS, Dept. 0-361. 


For More Information Circle No. 278 





Are You Employing 
“Workless Workers’’? 


ELMER L. WINTER, President, 


Manpower, Inc., Milwaukee 


HE OFFICE workload is ever- 

changing and flexible. Therefore 
the work force also should be chang- 
ing and flexible — tailored to the exact 
needs of the time. The secret lies in 
matching performance to pay. Other- 
wise, we inevitably find ourselves pay- 
ing for work that is not done. It is up 
to every executive these days to find 
the “workless worker” — of whose 
2080 hours per year, 306 or 15% are 
spent off the job. The workless worker 
|is also robbing our industrial coffers of 
|those valuable bonus wages known as 
| fringe benefits. The latest study released 
‘by the U. S. Chamber of Commerce 
shows that fringe benefits average out © 
nationally to about 54.81c per hour, 
or 22.8% of the total payroll. Thus, 
besides not being needed at all, the 
| workless worker is being paid his basic 
| wages plus a bonus that is sometimes 
'50% higher than the basic wage, just 
| to hang around. 
| Included in the term “fringe bene- 
fits” are a host of accumulated privi- 
|leges and payments that have grown 
'with our economy over a period of 
years. Included you will find consider- 
able amounts of “time off” as well as 
benefits. The effect is the same: 








| Vacations. Bonuses. 

Holidays. Severance pay. 

Lunch periods. Social Security. 

Sick & maternity leaves. Group Insurance. 

Medical care time. Retirement plans. 

Personal excused Savings—stock purchase plans. 
absence. Voting time, etc. 

Jury duty time. 


| We often lose sight of some of these 
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Worldo fimeot photo -copion... 


at worlds lowest prices! 


SPEECD-O-PRINT 


HEE 
egei 





REDI-PAK CARTRIOGE 


Speed-O-Print’s new exclusive method of SPEED-O-PRINT CORPORATION 
handling developer fluid. Compact, easy 

ts ee . provides compl deee CHICAGO 13, ILLINOIS 

liness. Nothing to mix—Nothing to spill. 





For More Information Circle No. 230 
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TYPE-type Executive type, department manager type, 
secretary type or type type — all look visibly better on PLOVER Bonp. 


A blank sheet of paper becomes a meaningful symbol of your company 
as soon as it has been typed or printed to convey a message — whether 
it is a letterhead, purchase order or invoice. White, bright, strong 
PLOVER BOND improves the appearance of all business communications 
from the salutation to the signature. Easily erasable, too. 


PLOVER BOND is made with the finest raw materials and the world’s 
purest papermaking water, then carefully dried in clean, fresh country 
air to insure a uniform finish. 


For any type, for any typewriter, PLOVER BOND is visibly better. 


WHITING- R % PAPER COMPANY, STEVENS POINT, WISCONSIN 
\) better papers are made with cotton fiber 
' 


For More Information Circle No. 338 
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when we compute the true cost of a 
permanent employee. In fact, it is in 
the area of personnel accounting that 
business management has most seriously 
lagged behind the times. 

A flexible payroll is perhaps the 
easiest way to match performance with 
pay — contracting out peakload jobs 
to a variety of service organizations 
which specialize in the skills required 
or who have people “on tap” to do the 
work, either on their own premises or 
on yours. 

The typical service firm is not merely 
an agency which finds employees. These 
companies are actually contractors who 
assemble the people, equipment and 
managerial know-how to perform a job. 
Peakload or specialty jobs can be turned 
over to them to perform. They, not the 
customer, must spend the money and 


time to advertise, recruit, screen, test, 
train, hire and keep records on the 
people who are thus employed. They 
must carry the burden of whatever 
benefits are required, such as workmen’s 
compensation, bonding, social security 
and other costs. Although their charges 
to the customer include such costs, 
these costs are fewer in number and 
are borne only temporarily—as and 
when needed. 

“Instant people” is a phrase that 
might be used to describe what the 
temporary-help contractor provides. In 
a larger sense, he actually provides in- 
stant service. He has already found, 
trained and learned to manage the 
people he uses. It is far more eco- 
nomical to use “instant service” when 
needed than to go through all the costs 
a and —r involved in ac- 








ACOUSTICALLY DESIGNED FOR CTS COMPUTYPERS 


Increase work-output of Computyper operators. Reduced machine noise . . 
lighting — work-top privacy with continuous form entry. These are some of the features 
provided with Gates Acoustinet “CTS COMPUTYPER ACOUSTICAL UNIT”. 
Sets firmly against work top. Acoustinet eliminates noise, fatigue and tension. Relaxes 
operator—results, greater production—higher degree of accuracy. Modern decorator 
colors. Write today for complete specifications. 


LOOK AHEAD 


Critically 
Analyze 
How 
Office 
Machine 
Noise 
Affects 
Employee 
Efficiency 


+ eye-ease 


ACOUSTINET, INC. 


BOX 2391-03 
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for a modern office... 


modern! 


Get smart, efficient offices 
OVERNIGHT when you 
select partitions by MOD- 
ERN! You'll like their good 
looks, their rugged perfor- 
mance, and their amazingly 
low price! 


Sales Representatives and Dealers 


Coast fo coast 


Write today for catalogs. 


EXPORT 2-2336 © HOLLAND, MICH. 











For More Information Circle No. 239 


quiring and carrying permanent people. 
As an example, a department store 
might employ seven full-time (35-hrs.- 
wk.) salesclerks, two of whom are 
needed only because of peaks on Mon- 
day, Wednesday and Thursday. Two 
employees of a temporary help organi- 
zation can cover this need on three 
days with four hours each, leaving five 
full-time clerks to cover the depart- 
ment’s basic needs. With seven clerks 
employed full-time, 245 hours are 
worked—and paid for. With five full- 
time employees and the services of two 
temporary helpers, only 199 hours are 
worked—46 hours fewer. At $1.50 per 
hour per employee, for example, this 
can come to a sizeable amount. 
Consider the experience of a manu- 
facturer of a home permanent kit who 
utilized a temporary help service to re- 
place metal curlers with plastic ones 
in millions of kits. The kits were 
shipped to Chicago where 90 girls 
started the job one Monday morning. 
On the second day the flow of kits 
slowed down drastically, so only 40 
girls were assigned for Wednesday, and 
none for Thursday. Friday the staff 
was brought back to 90 as the kits 
started pouring in again. The manager 
of the temporary heip service asked the 
manufacturer how many girls he would 
have employed each day for the task. 
The answer was 90, just as many as 


| were needed the first day. The manufac- 
| turer would have had to pay 90 girls 
| each day, whether he needed them or 
| not; temporary help allowed the work 
| force to fluctuate with the workload. 


An automobile tire manufacturer in 
Michigan had to map out a parts sched- 
ule for his plant once a month. Before 
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COMPTOMETER’ 


PLEX 


CALCULATOR 


computes payrolls, invoices, costs, inventories in half the time! 


The new calculator with memory dials for 
net totals and automatic grand totals . 
subtracts directly .. . rounds off fractions 
and converts to full cents...in one, direct, 
continuous action at high speed. Simple 
two-key control, short-stroke action and 
no-glare finish all mean less operator 
fatigue, more figure work production. 
Check the Yellow Pages under —“‘Adding- 
Calculating Machines . . . Comptometer” 
for a demonstration, or write Comptometer 
Corporation, Dept. O-3, 5600 Jarvis Ave., 
Chicago 48, Illinois. 


COMPTOMETER 


CORPORATION 


BUSINESS MACHINES « BUSINESS FORMS ¢ GOLF EQUIPMENT 
COMMUNICATION EQUIPMENT ¢ ELECTRONIC EQUIPMENT 


For More Information Circle No. 422 
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500 possisie DESK 
COMBINATIONS TO FILL 


YOUR EXACT NEEDS! 


© 58 different components 

© Genuine Walnut throughout 

© Plastic tops available 
DuPont Dulux finish 


New KV Full Extension 
drawer slides 


Vertical veneer on rims 
won't chip or check 


Both legal and letter 
size file cabinets 


Complete line of matching 
furnishings 


“BUILT TRUE CLEAR THRU" 


HOOSIER DESK COMPANY 


Jasper, Indiana 


For More Information Circle No. 264 


134 








he discovered temporary help he used 
50 full-time workers more than two 
weeks a month to do the job. Many 


_of these employees had little else to 
| do during the other two weeks. Now, 


employing only enough men as are 
needed for production and using the 
services of 150 girls one weekend a 
month, the manufacturer saves an esti- 
mated $75,000 a year. Normal produc- 
tion is not slowed because the job is 
done on weekends. 

Nor is releasing an employee a cost- 


| less action any more. Coupled with his 
hiring, the dismissal of an employee 


costs one Chicago firm $411, an in- 
surance company $700, and an air- 
craft manufacturer $1000. Thus, to hire 
and dismiss his own temporary help is 


| presently just too costly for an em- 


ployer. For a short-term job, it is hard 
for the private firm to match the speed 
and efficiency of a temporary help 
service. 

As I travel around the country and 
talk to many office administrators, | 


| ask, “What is the cost of labor turn- 
| over in your office?” I get many an- 
| swers. A few can tell in dollar costs, 
| but most cannot even estimate either 
| the cost of their turnover or the amount 


of turnover. This invites considerable 


| study because of the vast opportunities 
| to control cost through a reduction of 
| labor turnover. How much actually is 


it costing you in your organization? 
Some recent studies indicate that if 
you are hiring a new office employee 
for $3000 per year, you incur the fol- 
lowing costs: 


Training investment in the new hire 
Loss in training investment in one out of every 
three employees hired 


For More Information Circle No. 194—> 





You'll want to read this 
FREE BOOKLET 


“Fundamental new way of office copying” 


Illustrations and text explain clearly the many 
advantages of the XeroxX® 914 Office Copier—its 
ease and economy of operation, versatility, speed 
and superb quality of reproduction. 





Fundamental 
new way of 


gtfice copylnd 


8 FULL-COLOR PAGES 


SSN 


MAIL THIS POSTAGE PAID CARD NOW! 


Send me a free copy of your 8-page booklet, 
Fundamental new way of office copying 


\ 
|S 
. 
. 
\ 


HALOID XEROX INC. ¢ 9X-218 Haloid St. « Rochester 3, N. Y 


Sie A A Re 


MAIL THIS CARD NOW! 


FREE 8-PAGE BOOKLET 


shows you why the XeroX 914 is the easiest of 
all copiers to operate. Here’s the complete money: 
saving story of the office copying machine that 
makes copies on ordinary paper—automatically. 


SEND FOR YOUR COPY 
NO OBLIGATION 
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Supplies cost 
about 1¢ per copy 
with a Xerox® 914 Of- 
fice Copier. No wet 
chemicals, nor expen- 
sive coated papers are 
required; there are no 
exposure adjustments. 
You make copies directly 
onto ordinary paper 
(plain or colored) or 
selected offset masters. 


Copies are as 
good as originals 
So superior is the qual- 
ity of reproduction that 
many people say copies 
look better than the 
original. The XeroX 914 
copies all colors—even 
reds and biues — with 
sharp black-on-white 
fidelity. And without 
damage to the originals. 





Versatile 

and fast 
Copies in seconds any- 
thing written, typed, 
printed, stamped, or 
drawn. Business, indus- 
try, and government use 
it to copy letters, docu- 
ments, articles, finan- 
cial statements, reports, 
advertisements—even 
pages in bound books. 


t 


What users like 
about the 914... 
“Automatic, copies ev- 
erything.” “Superb qual- 
ity of copy.”’ If you are 
spending $50 or more 
per month for copying 
supplies, a XeroX 914 
can be of real benefit 
to you. Write HALOID 
XEROX INC., DEPT. 9X- 
218, ROCHESTER 3, N. Y. 


4 


OFFICE COPIER 








av AA te A 


TYM- -an- -DATER 


Plejsey 7 Vile 
TIME STAMP 


¢ DEPENDABLE 
¢ ACCURATE 
e FAST 


Exclusive, Geneva-geared drive for accurate 
time wheel placement. Heavy cast iron frame 
and case for utmost stability. Heavy duty 
Feather-touch, 


switch for the lightest paper.—Assure you the 


Telechron motor. internal trip 


finest, fully automatic time stamp. Available 


with or without visible indicating clock. 


THE 


Cincinnali 
ke 


ZrimME RECORDER CO. 
1733 CENTRAL AVE. 
CINCINNATI 14, OHIO 
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4 


Capital investment depreciation for concn 450 
Fringe benefits .___ ? 740 


SE PEC ee $4,840 


The Prudential Insurance Co. reports 
that is costs them about $700 to hire, 
indoctrinate and train a high school 
graduate as a dictating machine opera- 
tor. 

Before you can come up with meth- 
ods of controlling your labor turnover, 
you must determine the causes. A study 
made recently pinpointed three major 
causes: (1) an inadequate supply of 
desirable employees; (2) lack of op- 
portunity; (3) inadequate or poor su- 
pervision. 

Through proper planning, methods 
can be established to control labor turn- 
over. In setting up a program of this 
type, consideration should be given to 
salary and wages, proper induction, 
communications with employees, selec- 
tion policies and procedures, manage- 
ment and supervisory training programs. 
Executive interviews will also help to 
determine the causes for turnover. It 
is important to have records which will 
provide you with a monthly labor turn- 
over report. This will keep you aware 
of the problem continuously and pin- 
point areas needing attention. 


CORRECTION 


Authors’ names got mixed up with the 
wrong book titles in “How a Company Li- 
brary More Than Justifies Its Cost,” an 
article in the February issue. Ruth 
Schaefer, chief librarian for Mutual of 
New York and author of the article, says 
the list in which the errors occurred should 
read: Ulrich’s Periodical Directory; U. S. 


| Government Serials and Periodicals, by 


John Andriot; and Guide To Reference 
Books (and supplements), by Constance 
Winchell. 
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Get extra mileage 
from your carriage 


Cy ae 
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with quility WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You’ll get crisp, 
clean results whatever your typing requirements. 





And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 


At better office equipment dealers everywhere — make it 
clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a ‘‘Time-Saver’’ courtesy carbon copy 


F.S. Webster Company « & Amherst Street « Cambridge, Mass. 
For More Information Circle No, 457 














WHICH girl belongs to these legs? 


Not Miss Clock-Watcher. She’s been 
standing on a hard floor all day and 
her feet and back are aching—she 
can hardly wait to go home. 


These legs belong to Miss Effi- 

ciency, above, whose boss pro- 

vided her with a HYGIENIC 

FOOT COMFORT MAT. She’s 

been standing all day too, yet 

her work is still accurate and 

efficient at closing time. Even 

her friendly “welcome cus- 

tomer” composure remains 

unruffled. 

Your selection of a beautiful rubber 
tile flooring is bonded to a sponge rub- 
ber base. Unlike cheap utility mats, this 

combination provides proper support 

without being mushy—will wear for years 
without denting or puncturing. Edges are 
beveled for safety and appearance, 


Both Mats and Runners 


Available in: 8 Decorator colors to 
match any office decor 


See your OFFICE SUPPLY DEALER or write to 
FLOORING DIVISION—Dept. £ 


THE HYGIENIC DENTAL MANUFACTURING CO. 
AKRON 10, OHIO, U.S.A. 


For More Information Circle No. 232 
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lin Employee Relations | 


ROUND-UP of day - to - day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 


of some principals have been changed. 


Can You Eliminate an Employee Service? 


What Happened: 

For 15 years the company had pro- 
vided special services at its cashier’s 
window on company time. Employees 
could transact personal business, cash 
checks, buy money orders, etc., at any 
time during the day. 

Because of financial troubles, man- 
agement reduced costs wherever pos- 
sibie. One economy was that em- 
ployees were allowed to use these serv- 
ices only during lunch hour and after 
5 p.m. The employees protested. The 
company finally agreed that they could 
use the services during working hours, 
but they would not be paid for time 
away from work. Employees argued: 

1. Services which have been pro- 
vided for 15 years are a genuine part 
of the working conditions. 

2. Management can’t change work- 
ing conditions. 

The company felt that its right to 
manage was being attacked, and put 
forth the following arguments: 

1. The matter of these services is not 
in a contract. The company has the 
right to make its own decision. 

2. As a matter of good faith, the 
company reconsidered this problem and 
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made some concession. 

3. These services are a luxury—and 
employees never protested in the past 
when luxury services were eliminated. 

4. It is urgent to the interests of em- 
ployees and of management that ef- 
ficiency be promoted. 

Was the Company: 

RIGHT 0D WRONG (1 
WHAT ARBITRATOR WILLIAM J. 
FALLON RULED: “These services 
were a convenience for employees, but 
are subordinate to the greater considera- 











tion of efficiency of operation during a 
critical period in the company’s 
struggle for survival. Employees yield 
a benefit they have enjoyed for many 
years only with great reluctance—but 
this is the type of benefit which, if 


eliminated, may assist in obtaining other 
more substantial and enduring benefits 
such as increased employment, im- 
proved financial stability for the com- 
pany and job security for the worker. 
The company acted within its rights.” 


Is Sick Pay Justified for Taking a Physical Exam? 


What Happened: 


“Say, I'll have to take Wednesday 
off,” Bob Humphries said to his super- 
visor on Monday. “I’ve got to go see 
the doctor. I made the appointment a 
month ago.” 

“Okay, the workload for this week 
looks pretty normal,” said the super- 
visor. “You're not sick, are you?” 

“No,” answered Humphries. “I’m 
not sick. I just think I better get a 
general check-up. I'll get sick-leave pay 
for the day, won’t I?” 

“No, I don’t think you'll get paid 
for the day.” 

When Humphries returned to work 
on Thursday he gave the supervisor a 
company form signed and dated by the 
doctor stating that Humphries “was ill 
and under my care . . . and unable to 
work.” When the supervisor again 
asked him if he’d been sick, Humphries 
said, “No.” Later the manager asked 
him if he’d been sick. “No,” he replied, 


Ts 


CALENDAR, | 





















































“but my legs have been troubling me. 
I was afraid I might have arthritis. It’s 
a relief to know nothing is wrong with 
me.” 

The company ruled that Humphries 
was not entitled to a day’s sick pay— 
so he filed a grievance with these argu- 
ments: 

1. The rules says “an illness must be 
certified by a licensed practitioner be- 
fore payment will be made for sick 
leave. The certificate must state that 
the employee was unable to work.” 

2. I submitted the doctor’s certificate 
on the company form as required. The 
company can’t contradict the certificate. 

Management saw this grievance as a 
threat to the reasonable, but limited, 
purpose of the sick-pay allowance. It 
argued: 

1. The rules provide that “if an em- 
ployee is absent because of illness on 
regularly scheduled working days, he 
may use his ‘sick-leave’ credits.” 

2. The purpose of sick pay is to help 
the worker when he loses regular pay 
because of illness. 

3. Humphries said he wasn’t ill. He 
had the appointment for a month. If 
he were ill he wouldn’t have waited 
that long. 


Was the Company: 


RIGHT 0 WRONG (1 


Tue Orrice—March, 1961 








take it...or leave it 


New quick-as-a-flash VERI-VISIBLE halves posting or checking time 


FIND AND TAKE OUT INSTANTLY. Veri-Visible keeps many thousands of 
records on view at operator’s finger tips. She instantly finds and takes 
out any one of them for post haste posting by hand or machine. 


LEAVE IN AND CHECK INSTANTLY. Without removing card, operator 
can check indexing and balance on completely visible corner and 
side margins. Compact, Veri-Visible portable or floor units handle 
anything from coded punch tapes and cards to one-time statement 
and ledger sets. Send coupon for full facts. 


Bea visiste 
Left-to-right indexing keeps 


thousands of cards at operator's ACME VISIBLE RECORDS, INC. 
finger tips. 2203 West Aliview Drive, Crozet, Va. 
I'd like to know more about the way Veri-Visible systems can 


Adjustable dividers let you cut time and costs on my posting, checking and billing. 
fit system to records. ida! 











NAME TITLE 





“Card Out” signals speed 
refiling. 


COMPANY 





Double-view margins keep 
customer's name and balance 
always on view. 


ADORESS 





city 
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WHAT ARBITRATOR WHITLEY P. 
McCOY RULED: “It is perfectly clear 
that sick leave is payable only to em- 
ployees who are unable to work because 
of sickness. Since Humphries admit- 
tedly was not sick, the rules gave him 


no right to sick-leave pay. The pro- 
vision requires that a certificate be sub- 
mitted, but does not state that such cer- 
tificate shall be conclusive and final. 
The grievance is denied. Humphries is 
not entitled to be paid.” 


Do Written Tests Outweigh Work Experience? 


What Happened: 


The company had an opening in the 
department. Mike Albert bid for the 
job with 11 other men who had more 
seniority than he. The company had a 
standing practice of using tests to aid 
in determining the best qualified em- 
ployee when promotions were made. 

The 12 men took the written test. 
The questions were based on the duties 
spelled out in the description of the 
job classification. Mike got the pro- 
motion. 

Tom White, one of the men bidding 
for the job, had ten years’ experience 
and felt that his seniority and work 
experience entitled him to the job be- 
cause: 

1. Much of the promoted job in- 
volved work that he had ten years of 
experience in. 

2. The written test was “academic” 


and work on the job requires practical 
experience. 

The company’s reply was: 

1. The job required more skills than 
Tom has—and Mike Albert was com- 
petent in them all. Tom White wasn’t. 

2. The written test was fair. It was 
used in the past. It tested the skills 
needed on the job and it was given in 
a manner fair to all 12 men. 

3. Tom White failed the test. 


Was the Company: 
RIGHT (0 WRONG (1 


WHAT ARBITRATOR JOSEPH 
SHISTER RULED: “The test was fair 
and proper. The questions were based 
on the job’s duties. Granted that all 
the other employees took the identical 
test, the company did not discriminate 
against Tom White. The argument that 
a man should not be judged on the basis 
of an ‘academic’ test is unpersuasive. 
The use of such ‘academic’ tests is one 
of long-standing. The fact of Tom 
White’s experience is also unpersuasive 
because, while it is true that the job 
calls for this kind of experience, it 
also calls for other abilities. The job 
necessitates a competence in all the 
relevant job duties—not just some of 
them. The company’s choice of Albert 
was fair. Tom White’s grievance is 
denied.” 


Tue Orrice—March, 1961 















Jn Ten 
ic — Seconds. ANY TTENG 
4 PLASTICO 
BOUND: ...right in your own 


office or plant... 
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HAND-OPERATED 


PUNCHING UNIT Exclusive precision BINDING po iM Just insert cover and 
shearing action produces accurate, bl ever, look again! It’s 
clean, punches. TICO- nd — looks ‘ike “a 
snifiion, ** costs pennies! 



















exclusive 


ARCH DESIGN 


ask for ‘’Plastico”’ 
by name 

















So simple, anyone can bind every “set” of printed, 
typed or mimeo material. Moments after gathering 
the sheets, your PLASTICO-BOUND book provides 
flat-view double spreads — easy-turning pages — 
colorful, long-life usefulness. Learn now, how your 
office can have this prestige at low, low cost! 


Sia \ PLASTIC BINDING CORPORATION 


NWR Originators of Plastic Binding in America 


732 Sherman St. Chicago 5, Ill. 
DEALERS 


lie, 












| PLASTIC BINDING CORPORATION 



































} DEPT. O 732 SHERMAN ST. CHICAGO 5, ILL. 
| : Bea RUSH FREE Booklet with full info on new PLASTICO 
fe Hand-Operated Punching and Binding Units for 
s Y i A Office or Plant use. 
| A FEW PROFITABLE 9 F@EESEY Name ae 
TERRITORIES OPEN Sonne 
for live-wire distribu. 4 Firm Name 
tors handling office 
equipment. ae FREE Gees 
Punching and Binding 4 
i serene ee : City Zone State 
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department 
can be YOURS for less 
than a dollar an hour! 


For less than a dollar per working hour, you can purchase a complete 
ATF offset department, including: press, camera, darkroom sink, nega- 
tive layout table, platemaker, and utility table. If you have some seldom- 
used equipment to trade in, chances are you will need little or no down 
payment. 

Or you can lease the complete “package”—or any part of it—without 
trading in any equipment or making a down payment. 

Either way, you get brand new equipment—and only what you need 
on the easiest terms. You can pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small press with the big 
press features...the press which has been chosen by over 1500 profes- 
sional printers. You can see this press and the related “package” equip- 
ment in operation at your nearest ATF Branch Office; or your ATF 
Representative will supply full details, including a folder, “How to Set 
Up for Offset; which outlines various plans and choices of equipment. 
If you prefer, use the coupon below. 


American Type Founders 


American Type Founders . 
200 Elmora Avenue, Elizabeth, N. J. 


I’m interested in your “Offset Package Plans” on a 1) purchase D lease basis, 


CITY 
(if you have trade-in equipment, list descriptions, models, serial numbers) 
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Profitunity is yours... 


WITH 


OFFICE AIDS! 


FLEXIBLE STEEL KLERADESK — MODEL 6V. 
Tremendous capacity — six divisions. 
Invaluable in organizing, segregating 
and holding indexed material. 


File-A-Sist. Attaches to Adapto-Rack. Unique fea- 
file drawer. Leaves hands ture assures complete ver- 
free. Removes instantly. satility. In many widths. 


Reo? Seer 
Cata-Rack “Capillary Action’’ No-Over-Flo 
for Catalogs Handi-Pen Sponge 
and Books Cup 


eal Bui Pp xibl 
Sanitary Horizontal Kleradesk — 
Moisteners Desk Tray. Model D 


Write today for full information and prices. 


ZA 


12-3 es usch Building 
Milwaukee, Wisconsin 
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Annual Office 


Management Forum 


(Continued from February) 





| Looks Ahead Five Years 


We have not taken any steps toward au- 
tomation due to the cost involved. There 
is a tremendous need and great demand 
for equipment suitable for the smaller of- 
fice (10-20 clerical employes). We are 
looking for a compact typewriter-computer 
with printer output without conversion to 
cards. A strictly tape application for input 
and output. We want to bring informa- 
tion stored in the computer directly to the 
printer for printing such forms as sales 
analysis, accounts receivable aging, cumu- 
lative payroll information, etc. The cost 
of this unit should not exceed $15,000. 
This may be five years off but we know 
that competition will force it to come 
sooner or later. The greatest changes in 
office automation lie ahead of us. Most of 
the machines to be developed within the 
next five or ten years are not even in the 
minds of men who are manufacturing data 
processing equipment today. Our use and 
purchase of conventional office equipment 
will continue until we can justify going to 
completely automated procedures. How- 
ever, we do not plan to buy any new type- 
writers, adding machines, calculators, etc., 
unless the ones we are using fall apart. 
We are making efforts to maintain our 
present equipment in satisfactory working 
condition—-GEORGE R. DAWSON JR., 
Office Manager, Shedd-Bartush Foods, 
Inc., Greenville, S.C. 


To Expand Mechanization 


We have for several years used a mech- 
anized system of preparing payrolls and 
related statistics as well as revenue ac- 
counting. We plan to expand these sys- 
tems into other fields of accounting pro- 
| cedures in an effort to eliminate expensive 
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Here's contoured com- 
fort that means greater 
work output. Ask 
about our #1202 arm- 
less, fixed-back chair 


SHOWROOMS: New York, 


Only Royal offers so many ways to answer such a wide variety of special- 
ized office needs. Whether they be complete work stations, reception 
seating, or a single office chair—Royal fills the bill with ROYAL office 
chairs, ARNOT Partition-ettes® and Modular Desk components, DELUXE 
Verti-Files and Cabinets, and famous VISCOUNT modular reception 
seating. All in the advanced styling that makes Royal famous—each 
with durability to match. An increasing number of successful firms are 
choosing Royal to satisfy their growing needs. Why don’t you? Write to- 
day for complete information. ROYAL METAL MANUFACTURING COMPANY, 
Dept. 7-C, One Park Avenue, New York 16, 

New York. In Canada — Galt, Ontario. 


Chicago, Los Angeles, San Francisco, Seattie; Galt, Ontario - ® 


LICENSEES: France, England, Australia, Venezuela - FACTORIES: Plainfield, Conn., Michigan 
City, ind., Los Angeles, Calif., Warren, Pa., Jamestown, N. Y,, Galt and Smiths Falls, Ontario OFFICE Y FURNITURE 
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npacted into so. small 


the newést, the ultimate in Monroe's 


1} antecedents today are accom 
pishing their time and money saving missions on more desks in American 
business than any other calculator. LA-9 covers less area than a letterhead 
sheet, weighs | than 18 pounds. Yet this new compact automatically 


performs many of the jobs that much bigger-and costlier machines do 
Its peak performance is guaranteed and maintained by Monroe's nation 


wide service organization. And at so moderate a price, it can -quickly pay 


ugn its efficiencies 











Monroe Calculating Machine Company, Inc. Sales and service in principal cities everywhere. General offices, Orange, N. J [BR A DIVISION OF LITTON INOUSTmES 
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paperwork handling. In our opinion 
manufacturers of data processing equip- 
ment are on the right track as far as they 
have gone. Of course, accounting in the 
transportation industry differs greatly from 
that in other industries and we feel that 
there is still much to be accomplished in 
this direction. Our purchase and use of 
conventional office equipment will approxi- 
mate that of the past few years.—C. J. 


Investigating EDP 


This Department is currently investigat- 
ing the feasibility of using an electronic 
data processor, with magnetic tape file, for 
statistical and reimbursement accounting 
applications. Conventional punched card 
equipment is now employed. We believe 
that the electronic data processing equip- 
ment recently brought on the market for 


JUMP, Senior Vice President, REA Ex- smaller systems applications may better 
press, New York. (Continued on page 252) 





Save TIME and DOLLARS with 


T STANT :::: CONTACT ; 


] Talk and listen to persons “on the job”..at home..at play 


New 2-way radio actually fits into your pocket. 
Exclusive, rechargeable battery lasts year or 
more. Range—l¥,/ to 1 mile. No license required. 


GLOBE ELECTRONICS 


fo horse 


THE FINEST 2-WAY RADIO AVAILABLE TODAY 


Ideal for office, factory, stores, surveying, construction, sports, recrea- 
tion, home. Finest quality available. Makes handy paging system. Use 
with Globe Electronics CB-100A or CB-200 for longer range systems. 
¢ Actual size — 1%” x 2%” x 6%” © Weight —13 oz. « High impact 
Cycolac case ¢ All Transistorized. $125.00 each 





FOR LONGER RANGE COMMUNICATION 


CITIZENS BROADCASTER CB-100A... Complete 
3-channel, 2-way station. Fixed or mobile installation. 
Easy to install, operate. Range 5-15 miles. $139.95 each 


BROADCASTER DELUXE CB-200_..A rugged trans- 
ceiver for commercial use. Transmits on 5 channels. 
Receives on ali 22. Adapts to selective calling system. 

$189.95 each 





GLOBE ELECTRONICS 
A Division of Textron Electronics, Inc. 
22-30 So. 34th St., Council Bluffs, lowa 
Please send me complete information on the new Globe 
Electronics () Pocketphone [] CB-100A [] CB-200 


NAME 





SUPERIOR QUALITY’ 
BETTER PERFORMANCE ADDRESS 
OUTSTANDING DEPENDABILITY 
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q Copying Products Division, 
INTERCHEMICAL Corporation © 437 ¢2st 7th street, Cincinnati 1, Ohio 





| 


a 


SUZCY SEGRE TA RY 


BG invstair copy Paper 





Just what the doctor ordered, says Suzy Secretary—new 

IC Instant Copy Paper to add new life to your office copy- 

ing jobs. Makes copies of letters and records... FAST... 

to LAST on your Thermo-fax machine. 

e Long-lasting copies — won’t deteriorate and virtually 
fade-proof. 

e Sharp copies — clean and clear. 

e Wax-free copies — mean long-belt-life for your Thermo- 
fax machine. 

Try it...and you'll say —“‘Now | see IC!” 


For your various copying needs, there’s a job-engineered IC © 
Instant Copy Paper. Choice of white and colors. Available 





. through. quality office supply dealers in all major cities. 
ld 
iy For more good news: about NAME — 
" revolutionary IC Instant Copy RE Se gee ity oe en 
Paper, attach this coupon 
to your Company letterhead DR rnccicihieeiemince 
and send to: 
Dept: OM-461 [-] Please send further information. 
] INTERCHEMICAL Corporation [-] We would like a demonstration of 
417 East 7th Street’ IC Instant Copy Paper. 


Cincinnati 1, Ohio 
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Automation 


The Friden Flexowriter® has three basic 
capabilities: 1) It can type, 2) it can record 
what is typed on punched paper tape, 3) it 
can read tape back to itself, retyping auto- 
matically at 100 words per minute. 


These things are remarkable, but the im- 
portant point is this: Tapes produced on 
the Flexowriter can automatically control a 
great many other machines. Thus the Flexo- 
writer performs the key task in automation, 
translating human language into a language 
that machines can understand. Applications 
for the Flexowriter are immensely varied. 
And the surface has barely been scratched. 


Cornerstone 


It will pay you to learn more about this 
machine and the jobs it could be doing for 
you. Your local Friden Systems Represent- 
ative is the man to see. Or write: Friden, 
Inc., San Leandro, California. 


THIS IS PRACTIMATION: automation so 
hand-in-hand with practicality there can be 
no other word for it. © 1961, FRIDEN, INC. 


riden 


Sales, Service and Instruction Throughout the U.S. and World 
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A Census 
of 


Computers 


General Purpose Digital Computer Systems (Vacuum Tube) 


Manufacturer 


Large-Scale 
Burroughs 
IBM 


Minneapolis-Honeywell 


RCA 


Remington Rand 


Medium-Scale 
Alwac 

Bendix 
Burroughs 
IBM 


Remington Rand 
Underwood 
Small-Scale 
Alwac 


Bendix 
Burroughs 
Idaho-Maryland 
IBM 


National Cash 
Royal-McBee 


Total Vacuum Tube Computers 
* Does not include Univac 1107 


Computer. 


Computer 


Burroughs 220 50 
IBM 701** 7 
i Sea 8 
704 
705 & 750 Ill 
709 
Datamatic 1000** 
Bizmac |** 
Bizmac II** 
Univac Sc. 1100 
Series* 
Univac I* & Il 


Alwac IlI-E (tapes) 

G-15 (tapes) 

205 (tapes) 90 

650 (tapes and/or 
Ramac) 260 

Univac File Computer 127 

Elecom Series** 11 


Alwac II** & Ill** 

Alwac III-E 26 
G-15 (no tapes) 197 
205 (no tapes) 22 
Readix** 5 
650 (card) 1,090 
305 Ramac 900 
National 102** 30 
LGP-30 430 


3,8677 


** No longer in production. 


Delivered On Order 


1 


200 
0 
10 


+ 4.5% decrease from July, 1960. 





General Purpose Digital Computer Systems (Transistor) 


Manufacturer 
Autonetics 


Bendix 
Control Data 


General Electric 


Computer 
Recomp II 75 
Recomp Ill 0 
Bendix G-20 0 
CDC 1604 10 
CDC 160 21 
GE 225 5 


Delivered On Order 


50 
15 
10 
50 
35 
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Minneapolis-Honeywell 


Monroe 
National Cash 


Packard Belli 
Philco 
RCA 


Ramo-Wooldridge 
Remington Rand 


IBM 7070 & 7074 

7080 

7090 

1620 

1410 

1401 

Stretch 
Honeywell 800 
Honeywell 400 
Monrobot XI 
National 304 
National 315 
National 390 
PB 250 
Philco 2000 
RCA 601 

501 

301 
RW 400 
Univac 1107 
Univac Ill 
Univac 490 Real-Time 
Univac Solid State 


ae 
N oun wo 
aooTscncoo 


— 


— 


0 
3 
0 
5 
2 
0 
3 
3 
1 

0 
7 


0 
2 
0 
0 
0 


os 


A three-fold in- 
crease in solid state 
computer systems de- 
livered since last July 
was registered in the 
January ADP News- 
letter of John Diebold 
& Associates, New 
York. Vacuum tube 
computers decreased 
4.5% in number be- 
low the figures of six 
months ago. The con- 
sulting organization 
has classified the com- 
puters as_ follows: 
vacuum tube, large- 
scale using magnetic 
tapes, costing $1 mil- 


80 & 90 207+ 255t lion or more; vacuum 
Larc 1 1 tub e, medium-scale 


using magnetic tapes, 
RPC 9000 1 23 
tin 00,- 
4000 “8 a 


000 to $1 million; 
Sylvania Sylvania 9400 0 = vacuum tube, small- 
Total Transistor Computers 661tt scale without mag- 
+ Includes foreign orders and installations. t+ 226% increase over July, 1960. 


Royal McBee 


* For in-company installations. 





Miscellaneous Digital Computers 


Burroughs 
Clary 
IBM 


Monroe 
Remington Rand 
Underwood 


E-101 

DE 60 

IBM 604 4 
607* 
608* 
609 & 609B-1 
610 

Monrobot IX 

Univac 60 & 120 

100* 


190 
11 
800 


550 
30 


20 
150 
96 
900 
6 


netic tapes but inter- 
nally programe d; 
and transistor com- 
puters. Miscellaneous 
computers are card 
calculators and others 
that do not come un- 
der the foregoing 
headings. 


Total Miscellaneous Computers 
* No longer in production. 


6753T 
+ 0.6% increase over July, 1960. 
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How Delegated 
Authority Can 
Be Indicated 
By Machine 


JOHN B. McMASTER, Chief, 
Procedures & Reports Section, 
Atomic Energy Commission, 
Albuquerque Operations, N. Mex. 


AVE YOU EVER wanted to know 

whether you had sufficient author- 
ity to accomplish a certain function or 
task? Would you like to know whether 
all the things your organization is re- 
sponsible for doing are being done? Can 
you determine whether functions are 
logically grouped and assigned, and 
whether certain functions actually con- 
tribute to the job? Can you appraise 
the effectiveness with which depart- 
ments and individuals are accomplish- 
ing their functions and tasks? Can your 
supervisors justify the retention of cur- 
rent personnel or requests for new peo- 
ple? Do you have accurate job sheets 
prepared for personnel in your organi- 
zation? Do you want to simplify ad- 
ministrative procedures and thus reduce 
unnecessary paper shuffling and costs? 
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AL Manual Reference 


Appendix 


AEC Manual Reference 
Fig. 1. Posting form from which cards are punched for all delegations. 


Tue Orrice—March, 1961 





MTR EL TGE 
; “AREA MANAGER, $A0 


igthey 


PLANT ¢ “FOUIPMENT, carweaten pee POL & REG Re 
_PROPsASSURES COMPL W/POL & PROC fon USE & DISP OF 
PROPSsASSURES COMPL W/POL & PROC FOR USE & DISP OF 
PROP sASSURES COMPL oW/PROCeFOR nt EXe& SURSPER 
PROP, IDENTIFIES EX & SURPLUS PER 

PROP IN FOREIGN ARFAS NOTIFIES OF eactes PERSONAL 

PROP MGMT PROCEDsASSURES CONTR COMPLIANCE WITH 

PROP»REQUESTS AUTH TO SELL SURPLUS PERS 

PROP sSUBMITS INFO TO FEC RE DISPsOF REAL 

PROP sSUBMITS INFO TO SUPPLY RE DISP OF REAL PERS. 

PROPERTY, ASSURES PROPER UTILIZATION OF GovT-owHen 

VEHICLES. FNDORSFES REQUFSTS FOP FMERGENCY USF OF 

VEHICLES, ENDORC&S REQUESTS FOR USE OF 

VEHICLE POLICIES & PROCEDeASSURES CONFORMANCE WITH 
VEHICLE REG BY CONTR REPORTS TO SUPPLY IssUANCE OF 
 WEMICLESs REQUIRES REGULATIONS PROMIATTG USE OF 

VEMICLES»s SCHFOULES SERVICING OF 


5172-034 
a 01-048 


5141-0418 
5141=0414 


TRANSPORTATION 
GBLS AS ISSUING OFFICER» SIGNS 
PROTECTIVE SERV> ASSURES ECON USE OF 
TRANSPORTATION DIRECTORY sFURNTSHES CURRENT INFO RE 
TRANSPORTATION PROCEOURES, APPLIES ESTABLISHED 


REAL ESTATE * 
EASEMENTS DETERMINES & JUSTIF NEED FOR 
PROPSFURNISHFS INFO RE AVATLARTLITY OF REAL $9060 
PROP, JUSTIFIFS NEED TO TRANSFER GOVT-OWNEN $392-026 
PROPsJUSTIFIES TITLE ACOUISITION ON PVT-OWNED REAL 5302-024 
PROPsSUBMITS REQUESTS FOR USE SY OTHERS OF REAL $30 
PROPERTY, APPROVES FOR USE BY OTHERS OF AEC REAL 8 SRE 
PROPERTY,» REQUESTS TEMPORARY USE OF REAL 
REAL ESTATE POLICTESs ASSURES COMPLIANCE WITH 


Fig. 2. A list of delegations printed by machine from punched cards. 


The answers to all the above ques- 
tions is obviously yes, or you wouldn’t 


ment. Is there any way that the old 
time-honored, usually tedious and some- 


be a supervisor or executive. Any mem- 
ber of management worth his salt im- 
mediately recognizes the need for do- 
ing these things because each is im- 
portant to the attainment and main- 
tenance of optimum organizational effi- 
ciency and employee morale. The only 
lament seems to be over the amount 
of time which such tasks ordinarily con- 
sume and which thus must be sub- 
tracted from direct work accomplish- 
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times unreliable methods can be circum- 
vented, or at least shortened and made 
more reliable? Let’s investigate and you 
be the judge. 

We all know the simple truths about 
how large organizations, of necessity, 
must accomplish their mission. One 
man, not being able to accomplish all 
of the necessary transactions and tasks, 
must divide the overall workload into 
manageable components and then as- 





sign them to his staff and work force. 
The larger the organization, the greater 
the responsibility for dividing and re- 
dividing work. For example, the presi- 
dent of a large corporation usually 
slices his responsibility for company op- 
eration in four to six parts which he 
delegates to his vice presidents. These 
work responsibility components are, in 
turn, divided and redivided as they fil- 
ter down through supervisors of lower 
units until at long last some individual 
is charged with responsibility for per- 
forming a given task which, when fitted 
together with all the tasks being per- 
formed throughout the company, be- 
comes a neat jigsaw picture known as 
completed mission—design, production 
and sale of a product; or planning and 
sale of a service. 

Delegations within an efficiently run 
organization are made a matter of rec- 
ord, this record most generally being 
the organization’s administrative policy 
and directive system. In any event the 
various delegations made to any one 
subdivision are usually widely scattered 
in various parts of the administrative 
policy and directive system. The result 
is that it becomes difficult to pinpoint 
and group all responsibilities with which 
the suborganization is charged and thus 
answer the seven questions listed at the 
beginning of this article. How then can 
we isolate delegations and arrange them 
to best help supervision pursue the 
seven objectives? 

The tool which can greatly reduce 
the time element in realizing the objec- 
tives, and insure greater accuracy in the 
end results, is a simple punched card 
machine process which I call Listing of 
Delegations. Simply explained, it is 


160 


prepared by having the administrative 
policy and directive system screened 
for all delegations which appear, put- 
ting them on a posting document (see 
Fig. 1) as follows: 

1. The key word or phrase appears 
first followed by a comma and the lead- 
in portion of the delegation, verb first, 
e.g., “vehicles, endorses requests for 
use of.” All delegations pertaining to 
vehicles will thus be grouped in the 
machine run for ease of use. 

2. Identify each delegation with a 
category and, when appropriate, sub- 
category of work. In this way, delega- 
tions when finally run will be easier 
to locate and use. 

3. Include identifying reference 
which contains the detailed delegation. 

4. Identify the executive to whom 
the redelegation has been made. 

Following necessary sorting and col- 
lating operations, the Listing of Delega- 
tions, to be most useful, should be run 
according to categories and subcate- 
gories of delegations by responsible of- 
ficial (see Fig. 2). Following are prac- 
tical applications of our Listing of Dele- 
gations: 

1. Determining Authority. DoI have 
sufficient authority to accomplish a cer- 
tain task? To find out, simply look 
for the authority under the proper cate- 
gory and subcategory of the Listing. If 
the authority is not listed and is con- 
sidered necessary, the official concerned 
may initiate a request for its inclusion 
in the administrative policy and direc- 
tive system. If the delegating authority 
deems the request appropriate, the re- 
quester’s problem is solved and he may 
proceed under the authority of the sys- 

(Continued on page 288) 
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Computer Print-Out System 


HE DACOM (DAtascope Com- 

puter Output Microfilmer) System 
was announced by Recordak Corp., 
Eastman Kodak subsidiary. The system 
will convert information from magnetic 
tape into plain language on microfilm 
at speeds up to 20,000 characters per 
second. This matches computer output 
speeds. 

A complete page of data, containing 
as many as 8064 characters, can be re- 
produced “with graphic arts quality” in 
approximately one-half second, in a 
single 16mm microfilm frame. Any de- 
sired background format, such as state- 
ment, bill or accounting forms, may be 
optically combined with the output of 
information so that the data can be re- 
produced in final finished form. 


Peripheral equipment for on-the-spot 
high-speed film processing, and continu- 
ous or selective hard-copy facsimile 
production from the film, will be avail- 
able, in addition to visual film refer- 
ence work stations, to provide maxi- 


The Recordak Da- 
com System, for 
high speed record- 
ing of information 
from computers. 
It translates infor- 
mation from mag- 
netic tape to plain 
ianguage on mi- 
crofilm at up to 
20,000 characters 
per second, operat- 
ing at a_ speed 
compatible with 
output of most 
computers. 
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mum practical versatility. 

Point plotting also can be accom- 
plished with the Dacom System photo- 
graphically and at high speed. No over- 
lays or descriptive labeling are required. 
Descriptions are automatically recorded. 
The system can vary between the plot- 
ting mode and typewriter simulation at 
a sustained speed of 15,000 characters 
per second. 

The automatically coded film pro- 
vides rapid retrieval and reference, and 
simplifies the handling of computer out- 
put by replacing voluminous paper with 
film records. Applications of the sys- 
tem include all areas which now use 
large-scale computers, such as for pre- 
mium billing and policy status records 
in insurance companies; billing and re- 
cording complete customer histories in 
public utilities; customers’ statements, 
merchandise control, accounts receiv- 
able and other large volume record 
keeping in retail establishments. For 
More Information Circle No. 107. 








Computer Tape File 
Rolls Where Needed 


MOBILE ROTARY file on a roll- 
A away cabinet, designed to keep 
data processing tape neatly stored and 
immediately accessible anywhere in the 
computer room, was announced by 
Acme Visible Records, Inc., Crozet, Va. 


The unit can be easily wheeled to 
computer for use. The file revolves 
a complete 360° bringing tapes within 
fingertip. reach from any position, and 
holds the reels of tape compactly in 
metal cases, where they can be visibly 
coded for immediate reference. Less 
active tapes can be stored in lower 
drawers of the cabinet. A top drawer 
keeps small reels filed in a storage grid. 
The closed cabinet harmonizes with 
other office equipment. When not in 
use it may be rolled out of the way. 
For More Information Circle No. 197. 
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The Typetronic 


HE TYPETRONIC 6615 electronic 
a caddie with typewriter input- 
output was announced by Smith-Corona 
Marchant, Inc., New York. The elec- 
tric typewriter, with 15” carriage, is 
connected to the transistorized arith- 
metic unit which computes, stores and 
prints information. As operator pre- 
pares a form, computing unit does the 
necessary calculations and prints re- 
sults automatically. There is no need 
for operator to move to a separate key- 
board for numeric entries. 

A variety of computation and infor- 
mation storage is provided by a mag- 
netic disc with nine recording heads. 
Entries may be made or transferred to 
one or more storage points simultane- 
ously. The most complicated computa- 
tions and transfer requires slightly over 
one second and simple calculations may 


This plastic program card controls the 
transistorized Typetronic 6615 computer 
which has typewriter input-output. Cal- 
— and results are printed automat- 
ically. 
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Computer and Tape-Card Writer 


take as little as 17/1000 second. 

The 6615 requires no airconditioning 
or special electrical current. Type- 
writer output rate is approximately ten 
characters per second. System controls 
and signals are located within the key- 
board area. A plastic (Mylar) program 
‘card (16” x 51%2”) is used for automatic 
programing control. 

Also announced was the Typetronic 
2215 automatic forms writing system 
consisting of an electric typewriter, with 
electronic components, activated by 
punched tape or edge punched cards 
at a rate of over 100 words a minute. 
Variable data is entered manually 
through the typewriter keyboard. The 
2215 includes one or two punches which 
automatically store data on edge 
punched cards or punched tape for fu- 
ture automatic processing. The punch 


The _  Typetronic 
2215 automatically 
repreduces stand- 
ard repetitive data 
at more than 100 
words per minute. 
Fully transistor- 
ized, the unit is ac- 
tivated by punched 
tape or edge 
punched cards. 
Here, operator 
checks code on 
punched tape in- 
serted in electronic 
reader. Entering 
variables is the 
only manual typ- 
ing required. 
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also can make its own feed holes in 
cards. 

The Typetronic 2215 and 6615 are 
both practically identical in outward 
appearance, finished in neutral colors to 
compliment contemporary office decor. 
Both are compact work stations requir- 
ing minimum floorspace. They are sold 
complete with a console desk which 
houses the electronic system and 
punches, and provides a sizable work- 
ing surface for the operator. Separate 
stands or tables are not required and 
electric input-output typewriter is 
mounted in the top of the desk like a 
secretarial machine. 

Typetronic equipment ranges in price 
from $4000 to $9000 in accordance 
with user’s specific needs. It is also 
available on a lease basis. For More 
Information Circle No. 176. 





The Recomp III Computer 


HE RECOMP III is a general pur- 
pose digital computer made by the 
Autonetics Div., North American Avia- 
tion, Inc., Long Beach, Calif. This 
transistorized unit offers 32 instructions: 
four arithmetic, 23 logical and transfer 
instructions and five input-output. In 
addition, five built-in floating point 
instructions are optional. The compu- 
ter’s rotary magnetic memory disk can 
store 4096 40-bit words including sign, 
plus 16 words in high-speed memory 
loops. Each word holds up to a 12- 
decimal digit number, eight alpha char- 
acters and two program instructions. 
Average access time to main memory 
is 9.3 milliseconds with 0.95 millisecond 
average reading time for loops. Fixed 
point operating times, excluding access, 
are 0.54 milliseconds for add-subtract; 
10.8 for multiply, and 11.1 for divide. 


Times for the optional floating point 
operation (excluding access and normal- 
ization time) are 1.1 milliseconds mini- 
mum for add-subtract; 12.4 for multi- 
ply; 12.7 for divide. 

The Recomp III uses a Flexowriter 
for input-output with computer’s me- 
chanical reader taking ten characters a 
second, but up to four addressable in- 
puts can be used, including Facitape 
reader with speed of 600 characters a 
second. It will punch paper tape with 
output at ten characters a second or 
feed out to any four addressable out- 
puts, including Facitape punch at 150 
characters a second. The low-priced 
Recomp III is 30” high, 30” deep and 
60” long; weighs 250 lIbs., operates on 
115-volt, 50-60 cycle AC, draws 350 
watts. For More Information Circle 
No. 102. 





The low-cost, gen- 
eral purpose Re- 
comp III computer 
is made by the 
Autonetics Div. of 
North American 
Aviation, inc. 
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Alphanumeric Page Reader 


HE FIRST alphanumeric, transis- 
gt gral commercial page reader for 
data processing was announced by Far- 
rington Mfg. Co. of Needham Heights, 
Mass. The initial advanced Farrington 
Optical Scanner coming off the produc- 
tion line of its subsidiary, Intelligent 
Machines Research Corp., Alexandria, 
Va., scans ordinary business documents 
and instantaneously translates the in- 
formation it reads into punched tape 
at 240 characters per second. Other 
Farrington machines now being built 
will be capable of a 340-character rate 
of output when magnetic tape is used. 

Although some 40 Farrington read- 
ing machines are being used by U.S. 
and Canadian industries in mass bill- 
ing and cash accounting systems, the 
new model is the first commercial ma- 


Patricia _~ Phillips 
starts the Farring- 
ton Optical Scan- 
ner, a commercial 
alphanumeric read- 
er which can scan 
full typewritten 
pages and instan- 
taneously translate 
what it reads into 
punched tape for 
computer or other 
data _ processing 
use. It reads 240 
characters, or 212 
lines, a second. 
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chine to read and digest entire pages 
of copy. Its predecessors handle single 
lines of type—usually account numbers. 

Insurance and utility industries are 
undertaking full-scale utilization of Far- 
rington Optical Scanners. Time, Inc., 
will shortly install in Chicago two com- 
mercial alphanumeric page readers for 
subscription fulfillment work. Farring- 
ton will deliver optical scanners this 
year, to read premium due notices re- 
turned by policyholders with pay- 
ments, to Mutual Benefit Life Insur- 
ance Co. of Newark, N. J.; St. Paul 
Fire & Marine Insurance Co.; North- 
western Mutual Life Insurance Co., 
Milwaukee; Mutual Benent Health & 
Accident Assn., Omaha; Franklin Life 
Insurance Co., Chicago; and Mutual 
Life Insurance Co. of N. Y., while 
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Forms inc 


manufacturers of line-hole continuous business forms 

WILLOW GROVE, PA. + Phone: Oldfield 9-4000 
Sales representatives in principal cities. 

For More Information Circle No. 297 
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several other insurance companies are 
interested in the alphanumeric page 
reader which can read a whole in- 
surance policy and _ instantaneously 
translate the desired information into 
machine language. 

Five major utility companies have 
ordered machines to scan the customer 
bill stubs returned with payment. The 
payment is then posted to the customer 
account electronically. Stubs are read 
at upwards of 100 a minute. In this 
application, Farrington scanners will 


create input for all major computer 
systems. The utilities with optical scan- 
ners on order include Southern Cali- 
fornia Edison Co., Los Angeles; Com- 
monwealth Edison, Chicago; Consum- 
ers Power Co., Jackson, Mich.; Det- 
troit Edison Co.; and Cleveland Elec- 
tric Illuminating Co. Farrington Opti- 
cal Scanners are both leased and sold. 
Sale price on page readers range from 
$95,000 to $175,000; basic machines 
range upwards from $60,000. For 
More Information Circle No. 180. 





Transmits Data Via Telephone 


UTOFAX is a system which allows 
A sending and receiving coded data 
over regular telephone lines via conven- 
tional telephone hand-sets. Produced 
by Communications Control Corp., 
Van Nuys, Calif., the system comprises 
a transmitting and receiving assembly. 
Original alphanumeric data is typed on 
a Flexowriter which produces a hard 
copy and a punched tape. At selected 
intervals, the tape is fed to a transmitter 
which converts it into audible tones 
and transmits it over the phone at over 
100 words a minute. The receiving 
unit punches an identical tape for use 
as computer input or to operate tape 
actuated equipment. Any presently in- 
stalled telephone hand-sets can be used 
to send and receive data in binary 
codes. 

The Autofax has wide applications 
for centrally processing data received 
from any number of remote locations, 
such as branch offices, without the need 
for additional telephone company equip- 
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ment. A large midwest chain store 
organization is using the system to con- 
nect its branches with a central com- 
puter, for daily updating of all records 
and automatic writing of forms such 
as invoices. Complete equipment in- 
cluding Flexowriters was installed on a 
five-year lease plan which includes 
maintenance. For More Information 
Circle No. 109. 


The Autofax transmits 
punched tape coded data via any ordinary 
telephone. 


and receives 
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THOMAS COLLATORS INC. 
100 Church Street 
New York 7, New York 


Without obligation rush me complete 


information on the all new Gatherette 


POST CARD 


THOMAS COLLATORS, INC. 
100 Church Street 


New York 7, New York 














MAIL 
CARD 
TODAY! 







Wait till you count the hours saved, the drudgery spared, 
with a THOMAS COLLATOR 


Aggravation ... error... expense... All are gone 
when you assemble duplicated sheets into sets with a 
Thomas Electric Gatherette. Peps up morale by turning 
a tiresome chore into an effortless assignment. And 
gathers sheets into sets three times faster than by hand. 
If your office has a duplicating machine it deserves a 
Gatherette, too! Send off the post card now. 





e@ Collates as many as 20 sets of 6 sheets each per min- 
ute — three times faster than by hand 


Offers desk-top convenience at a price every office 
can afford 


Makes assembling of duplicated sheets into sets a 
cost-cutting, one-person assignment 


Handles standard 8%” x 11” sheets in most weights 
and finishes 






@ Portable — easy to set up, easy to put away 


Prices slightly higher in some areas. 


iz, THOMAS COLLATORS INC. 


World’s Leading Manufacturer of Collating Equipment 


ats. DEPT. B1, 100 CHURCH STREET, NEW YORK 7, N. ¥ 






For More Information Circle No. 439 


- it takes 
only 


10 SECONDS 
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to see the big advantages 
of VPC panels 


Aluminum-light, highly polished, sturdy 

frame 

Die cast, 20% lighter contoured handle 

Black phenolic sections molded for closer 

tolerances— minimum wear from wire 

insertions 

Special screening process makes larger, 

sharper characters 

Thermo-plastic cover with Thumb-Pressure 

release that will not conduct electricity 

Pressure sensitive printed labels for coding 

purposes 

Unconditionally Guaranteed 

Orders filled within 24 hours for panels, 

covers and wires for every IBM installation 
Wherever there's an IBM _ installation 


there's ao VPC Service Representative 
nearby. 


VIRGINIA PANEL 


CORPORATION 
Dept. OF « Waynesboro, Virginia 
For More Information Circle No. 307 
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To Double Univac Speed 


PLAN was announced by the 
Remington Rand Univac Div., 
Sperry Rand Corp., to permit users of 
Univac File-Computers to double the 
data processing capacity of their present 
systems, at no increase in rental 
charges. It also allows users to pur- 
chase their rented computers on a de- 
ferred payment plan, at reductions ap- 
proximating 40% of original list price. 
The processing speed of existing 
Model 1 File-Computers can be doubled 
by replacing the present magnetic stor- 
age drum with a magnetic core memory 
which is primarily the same as that of 
the large-scale Univac III system, hav- 
ing a capacity of 2000 12-character 
alphanumeric words. “This field instal- 
lation plan is in line with our policy of 
offering Univac customers the advan- 
tages of latest developments in the com- 
puter field,’ Jay W. Schnackel, vice 
president and general manager of the 
division, said. “In a typical application, 
a 100% increase in operating speeds is 
obtainable with no modification in 
existing programs and at no extra rental 
cost.” 

Terms of the plan call for a two-year 
extension of existing rental contract, 
from the date of installation of the new 
magnetic core unit which can be in- 
stalled over a weekend, the company 
said. The purchasing arrangement 
would provide three, four or five years 
of deferred payments. The actual price 
of the Univac File-Computer system in 
each case will be determined by the 


| age of equipment at time of purchase. 


The new magnetic core will cost ap- 


| proximately $100,000. For More Infor- 


mation Circle No. 105. 
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CRASHED 
FLOODED 


and it still worked !* 


The fire raged, the floor collapsed, 

the Odhner plummeted to the basement below. 
Flooded with water, the adding machine 

lay submerged in the cellar for five days. 
Fished out, plugged in—it still worked! 


« from an actual case history: 
Learn about dependable 


ODHNER ADDING MACHINES! 
See Classified Phone Book or write: 


FACIT INC. 404 PARK AVE. SO., N.Y. 16 
OR 235 MONTGOMERY ST., SAN FRANCISCO 


For More Information Circle No, 203 
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Character 


CHARACTER READING ma- 
chine called the Rabinow Uni- 
versal Reader is announced by Rabinow 
Engineering Co., Washington, D.C. It 
utilizes an electronic pattern matching 





IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 

or experience. 


Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 








For More Information Circie No. 371 
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Reading Machine 


The Rabinow Universal 
character reader is designed 
to read the typing or print- 
ing on your forms. 


technique which allows it to operate at 
speeds limited only by those of paper 
handling methods. The output of a 
bank of photocells is sampled with re- 
sults stored in a flip-flop matrix. Then 


SPEEDRACK 


BY TABULATING ACCESSORIES EXCHANGE, INC 


FAST !a. 
new 
easy 


| economical 


The nylon rollers 
make board access 
and storage vir- 
tually a one finger 
operation. 


Pat. Applied For 


Model 407! 40" 
Wide: 22"' Deep; 
48" High; Shipping 
Wt. 195 Ibs. 


| The newest and most practical 


idea in 407 type panel storage 
Stores 20 panels in less space. 


*Write or wire Oakland office for full information. 
TABULATING ACCESSORIES EXCHANGE, INC. 


*OAKLAND LOS ANGELES 
578 W. Grand SEATTLE 1060 S. Olive St. 
_ Avenue 2207 2nd Avenue Richmond 
TWinoaks 3-4604 MA 4-134! 9-7538 
For More Information Circle No. 372 
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outputs are compared electronically 
with a group of master matrices, each 
of which contains an individual char- 
acter for recognition. Comparisons are 
made in parallel and it is stated that 
machine has read as many as 2500 
characters per second. 
Master matrices are custom made 
from the one or more typewriter or 
printing type fonts commonly used on 
the forms at the installation where 
machine is to be used. Because of the 
machine’s resolving power and built-in 
logic, it is said to be able to read rela- 
tively poor reproductions such as may 
appear on carbon copies. Different 
types of document feeding equipment 





are available: single line, continuous 
strip and full page readers. Forms may | 
be in multiple attached sets or single | 
sheets—whatever style is currently used. | 
Electronic output of the reading ma- | 
chine can be delivered on magnetic 
tape, punched paper tape or punched 
cards. 

A typical RUR was designed to take | 
812” x 11” typewritten sheets; read ten 
digits, 26 letters and 15 symbols at the 
rate of one complete page in 4.5 seconds 
(including paper change), and deliver 
output on 9-channel magnetic tape. It 
reads a line in 1/6 second. 


Another Rabinow reader, at Ryder 
Truck Lines, Jacksonville, Fla., will 
read typewritten data on six waybills 
per second and feed data directly to a 
computer. The waybills are typed in 
Ryder branch offices and sent to the 
Jacksonville office for automatic com- 
putation and billing. Such a machine 
has a wide range of potential applica- 
tions. For More Information Circle 
No. 104. 
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PUNCHED TAPE 
ACCESSORIES 


#5057 


High Speed Manual 
Tape Winder 


Saves time in winding, re 
versing or searching coded : 
tapes. May be adapted for ~~~ 
computer reels, 


#8060 Adapter 


Adapts all ‘“‘Tape-File’”’ 
winders and rewinders to 
RCA 501 and Burroughs 
220 reels. 


#1157 Manual 
Tape Folder 


Folds tapes rapidly for fil- 

ing. Folding arm is de- . 
signed to fold tapes safely, |. 
remove easily. 


File 
Tapes with 
Documents 


Slash front file folder 
with two pockets for 
tapes and/or cards. 


Oil resistant envelopes, 1 or 2 
pocket for tab files. 


SAMPLE PACKET — 
File Folders & Envelopes oe 


Send Today 


= FDRESSER PRODUCTS 


P.O. BOX 2035 
PROVIDENCE 5, R. I. 








For More Information Circle No. 250 
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COPYING MACHINE 


Savin Business Machine Corp., 161 Sixth 
Ave., New York 13, N. Y., announces a 
desktop electrostatic dry copying machine 


that copies anything the eye can see, in- 
cluding colors and ballpen writing, on one 
or both sides of any type or color of 
paper. A permanent 8%” x 11” copy is 
made in ten seconds for about 4c, and it 
will not flake. The machine also will pro- 
duce paper offset plates. It can copy 
from two sides of a sheet onto two sides 
of any other sheet of ordinary paper. 
Operates without odor. For volume pro- 
duction, an automatic feed for copy paper 
is available. For More Information Circle 
No, 188. 


FLEXOWRITER FILE-DESKS 


Shaw-Walker, Muskegon, Mich., an- 
nounces perfected Flexowriter File-Desks 
to provide 24-hour fire protection for tapes 
and edge-punched cards at point of use. 
Heavily insulated, these bear Underwriters’ 
Laboratories One-Hour labels. Made in 
two models, this Fire-File equipment will 
house up to 10,000 punched paper tapes. 
The smaller model shown will fire protect 
up to 6000 tapes (2000 per drawer). Desks 
are organized work stations for every 
Flexowriter machine operation. Shaw- 


176 


Walker also makes the Simplified Tape- 
Holder which has an automatic signaling 
device to speed return of tapes to the file, 
saving one-third to one-half of the filing 
time. This year, Shaw-Walker also has a 
more complete line of time- and space- 
saving equipment and filing methods. All 


are pictured and described in a new color 
folder, A-253-A-254. For your free copy, 
Circle No. 125. 


COLLATOR 

Farrington Business Machines Corp., 
77 A St., Industrial Center, Needham 
Heights 94, Mass., announces the six-station 
desk-top Farrington Gatherer which col- 
lates sets of up to six 84%” x 11” sheets 
at the rate of 20 sets (or 120 sheets) per 
minute and will intermix a wide variety 
of paper weights and finishes. Scientifically 
contoured aluminum feed trays virtually 
eliminate doubles and misses. A specially 
designed feed mechanism automatically 
lifts the pushers from the paper at the 
flick of a switch so that removable trays 
may be loaded without obstruction. The 
Farrington Gatherer may be loaded with 
one hand. It is built of heavy gauge steel 
with all corners rounded. Its vinyl-coated 
top defies dents and scratches. A hinged 
gathering rack closes to form a dust cover 
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when machine is not in use. The Gatherer 
is finished in office blue. For More In- 
formation Circle No. 141. 


NOISE CONTROL CABINETS 


Lee F. Kollie Associates, Inc., 236 N. 
Clark St., Chicago 1, IIl., offers Lefka 
Nois-Kontrol Kabinets, custom-made for 
specific-noise-source office machines in 
both complete or partial enclosures. Tai- 
lored to machine operation, work area and 
form size of various machines, the cabi- 
nets are said to reduce harsh metallic 
machine noise by 50% with the operator 
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side open and more when used with cur- 
tains or complete enclosure models. The 
outer shell is made of Textolite, on a 
reinforced furniture frame, in _ colors, 
patterns and wood grains. The body is 
composed of a Sound-Seal lining plus 24/2” 
of soft Absorbex noise-absorbent acousti- 
cal material. There is a facing of plastic 
upholstery fabric. Cabinets come with 
indirect fluorescent lighting and standard 
wiring. Airvents and fans are available as 
accessories. For More Information Circle 
No. 153. 


COPYING PAPERS 


Minnesota Mining & Mfg. Co., 900 Bush 
Ave., St. Paul 6, Minn., announces devel- 
opment of copy papers that will make 
black -on-white permanent reproduc- 
tions in any Thermo-Fax copying ma- 


chine at a cost of less than 2c per 
copy. The new process consists of two 
papers: Thermo-Fax Type A Pink Systems 
Paper and Type B White Systems Paper. 
Type A serves as the original, or master, 
and is used as any ordinary office paper 
or form for typing, printing or writing. 
It erases easily and is perfectly dry and 
clean. One Type A original may be used 
to make up to 25 or more sharp, clear, 
black-on-white copies on the Thermo-Fax 
Type B paper, which is a high quality, 
stationery-weight copy paper. The copied 
image is permanent and may be used as an 
original document to make an unlimited 
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number of copies on any other type of 
Thermo-Fax copy paper. These new sys- 
tems papers offer complete flexibility in 
cutting cost of office forms distribution. 
The pink Type A sheet can be printed 
with a company letterhead, or for such 
items as bulletins, reports, requisitions, in- 
voices or other forms. The master sheet 
can be typed or written on repeatedly to 
add information to an existing form. Type 
B paper is inserted along with a Type A 
master into any Thermo-Fax copying ma- 
chine to issue bulletins, prepare informa- 
tion copies of letters, distribute the data 
entered on printed forms and provide 
permanent, multiple copies of any typed, 
printed or written information with each 
copy made in a four-second, one-step 
process. Cost of the Type A master ranges 
down to 2.33c per sheet, with the Type B 
costing as little as 1.84c per sheet. For 
More Information Circle No. 138. 


PAPER SHREDDER 


Electro-Shred Corp., U. S. 42 & West 
St., Lebanon, Ohio, introduces the low- 
cost Electro-Shred to destroy confidential 
paperwork and obsolete records in privacy. 


Papers to be disposed of are fed into the 
machine and, in a matter of seconds, drop 


into the wastebasket shredded beyond 
recognition. Electro-Shred provides an ef- 
fective, convenient way to prevent dis- 
carded confidential information from find- 
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ing its way into the hands of unauthorized 
persons. No larger than a typewriter, it 
operates quietly and is completely safe 
and easy for anyone to use. Its attractive 
styling blends with other furniture and 
equipment in the office. For More Infor- 
mation Circle No. 122. 


PHOTOCOPIER 


Photorapid Corp., 142 Oregon St., El 
Segundo, Calif., announces the Electra- 
Matic photocopy machine, said to in- 
corporate the cleanliness of a dry office 


copier with the quality of copies available 
from wet copying machines. Operators 
never see or touch the liquid in the Electra- 
Matic, even when changing it, because it 
is sealed inside a plastic cartridge. This 
avoids dripping, spilling and aging before 
its time. Copies are cleaner and sharper, 
and developer stays fresh about three 
times longer. For More Information Circle 
No. 154. 


Jasper Desk Co., Jasper, Ind., announces 
the 14 Series line of completely assembled 
office furniture utilizing post and panel 
construction that is crisp, architectural and 
modular in appearance. Exterior construc- 
tion is of select flat-cut walnut with 
oak interiors. Metal leg trim is brushed 
aluminum or brushed brass finish, as 
are all drawer pulls which are anchor- 
type with circular mounting plates. 
All drawers have side guides and all 
regular desk drawers are grooved for 
adjustable partitioning. Tops are available 
in wood, walnut-grain or white plastic. 
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Walnut plastic bands are 
used on all tops except that 
wood veneer bands are used 
on oil-finish tops. Finishes 
are lacquer or oil. Other 
features include: adjustable 
levelling glides; locks in 
each desk pedestal to lock 
all drawers; no lock on wing 
pedestal; full suspension file 
drawers; modesty shield as 
integral part of both desk 
and typewriter return. Models include 
double pedestal conference desk, 72” x 36”; 
double pedestal executive desk, 60” x 30”; 
single pedestal desk, 60” x 30”; L-shaped 
unit return, 42” x 18” attached to 60” x 30” 
desk, left and right return; credenza with 
kneehole space, 66” x 18”; panel end 
table, 30” x 60”. For More Information 
Circle No. 166. 


Sa 


ADDRESSING MACHINE 


Nord Photocopy & Electronics Corp., 
300 Denton Ave., New Hyde Park, N. Y., 
introduces the compact, low-cost, electric 
Nordamatic Addressor which uses stencils 
made on any office typewriter. The Nord 
machine is said to be capable of obtain- 


ing many thousands of impressions from 
a typewritten stencil and is designed for 
printing of up to 120 addresses per minute. 


The small machine provides automatic 
adjustment for the thickness of material 
being printed, and an automatic provision 
for isolating inking roller when printing 
cycle has been completed. An enclosed 
ink reservoir holds a full year’s supply. 
Oscillating ink transfer roller insures even 
dispersion. Skip-and-reject feature allows 
selecting and printing certain coded sten- 
cils. Easily accessible safety fuse prevents 
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burn-out of motor. Stencils may be re- 
versed in stacking for different systems 
applications. Complete line of accessories 
available. Machine retails at $249. For 
More Information Circle No. 169. 


SPIRIT DUPLICATOR 


Copy-Craft, Inc., 105 Chambers St., 
New York 7, N. Y., presents the Ormig 
electronic line selector duplicator which 
will select electronically from any location 
on a master any number of lines or group 
of lines, in whatever combination required, 
reproducing them in condensed form on 
the run-offs, without masks, blockouts, 


strip masters or shingled forms. In addi- 
tion to individual lines, up to six headings 
or line groups can be programed for auto- 
matic selection. Automatic advancement of 
one to five lines, together with up to three 
headings, in one pass through the machine, 
is another feature. Another device permits 
posting of selected lines to individual ledger 
cards. Variable data, such as order number, 
quantity, date, etc., can be reproduced 
directly from the variable printing units 
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built into the drum. This simplifies the 
reuse of production orders for manufac- 
turing the same items. Automatic reversal 
of selected lines, by simply flipping a 
switch, allows all lines which have not 
been selected to appear on succeeding run- 
off. Variable printing units are auto- 
matically disengaged when posting oper- 
ation is used. The Ormig Electronic one- 
writing system reduces cost by eliminating 
unnecessary rewriting of information from 
one form to another, speeds processing of 
paperwork and prevents errors. Informa- 
tion written only once on the master 
creates all the required documents, select- 
ed and full-page copies. Especially de- 
signed for automated handling of such 
procedures as  back-orders, production 
control, order-invoicing, sales analysis, 
purchasing, breakdown of parts lists, etc. 
For example, in production control the 
machine quickly breaks down parts lis‘s 
into groups such as parts to be manufac- 
tured, parts to be purchased and parts in 
stock. In order-invoicing, it handles partial 
deliveries by selecting the items delivered 
and reproducing these on the invoice, 
shipping and other necessary forms. By 
flicking a switch, copies are created of 
back-ordered items as required. Control 
board has a push-button for each line on 
the master and a series of buttons to select 
headings. When a button is pushed, indi- 
cator light alongside each chosen line 
confirms operator’s selections. Flicking a 
switch provides reproduction of entire 
master. For More Information Circle No. 
124. 


OVERHEAD LAMP CHANGER 


Parkraft Mfg. Co., Box 289, Wayzata, 
Minn., have announced their Long-Arm 
Lite Tube Handler for servicing over- 
head fluorescent fixtures containing Slim- 
line lamps. This is said to save up to 
50% in time and labor while eliminating 
accidents and tube breakage. The ex- 
tendable chrome handle of the tool car- 
ries a crossarm containing a series of 
clips which grip the tubes. Pressure of 
the clips on the fluorescent tubes can be 
controlled to grip or release the tube for 
removing or inserting in the socket. No 
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ladders need be used to bring tubes down 
for cleaning or replacement. Adjustable 


handle locks at any desired length for 
ceilings of different heights. 


Double wing 


nut locks crossarm rigid for use, but it 
can be loosened and folded for easy 
carrying and storage. In choice of models 
for 12, 14 and 16 ft. ceilings at $9.95, 
$11.95 and $13.95. For More Informa- 
tion Circle No. 151, 


PHOTOCOPIER 


Copease Corp., 425 Park Ave., New 
York 22, N. Y., announces the Champion 
18 photocopier for copying large drawings, 
blueprints, plans, charts, ledger sheets, 16- 


column paper, etc., up to 18” wide. The 
extra width also enables two operators to 
use the machine simultaneously when 
making 8%” x 11” copies, thus doubling 
production and eliminating wasted time 
waiting for machine. The machine main- 
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tains all advantages of the smaller Cham- 
pion and Comet. The unit will produce 
photo-perfect, pure white copies of any 
original printed, drawn, written, in ink, 
pencil, pen on colored, transparent, trans- 
lucent or opaque stock. Little or no ex- 
posure adjustment is necessary. Posi- 
Contact insures needle-sharp reproduc- 
tion. For More Information Circle No. 
453. 


DESKS & FILES 


Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New 
York 17, N. Y., announces the Belmont 
line of furniture which is their first entry 
in the economy market. Desk models in- 
clude an executive conference desk with 
overhang top, secretarial model with type- 
writer pedestal, single pedestal desk, and 
versatile flat-top desk which can be easily 
converted into a typing station. Two table 
models, 60” x 30” and 36” x 24”, have 
center drawers. Belmont file cabinets are 
available in two, three, four and five 
drawer legal and letter size units. Belmont 
desks have drawers with double wall con- 


struction, runners which permit full access 
to drawers, rubber bumpers, and nylon 
two-way bearings with positive stops. Leg 
base is aluminum with adjustable glides 
to permit an adjustment range of 1”. 
Center drawer lock locks all drawers with 
a single turn of the key. Choice of six 


standard colors, including new Persian 
gray and sea mist green, with desk tops 
of linoleum or high-pressure laminate. 
Belmont file cabinets have a cradle sus- 
pension employing six ball bearing rollers, 
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four plain steel rollers and two gravity 
stops. Each suspension contains rubber 
bumpers to minimize noise. Frame of 
cabinet is of lock-weld construction for 
strength and rigidity. Drawers have latch 
and aluminum hardware. Positive locking 
follower block is adjustable to 44 posi- 
tions. Long-lasting baked-on enamel fin- 
ish in Persian gray, sea mist green, heather 
beige, surf green, gray mist, or Gray-Rite. 
For More Information Circle No. 132. 


APERTURE CARD COPIER 


Minnesota Mining & Mfg. Co., 900 Bush 
Ave., St. Paul 6, Minn., announces an 
automatic aperture card copier for large 
volume production of duplicate Filmsort 
aperture cards. The Filmsort Uniprinter 041 
makes Duplicard copies of 2000 original 
aperture cards per hour with a minimum of 


manual control and only periodic attention 
during operation. Multiple decks of aper- 
ture cards can be produced quickly and in- 
expensively for initial distribution to any 
number of locations. Duplicates of original 
film can be made for files in new areas 
where point-of-use reference is desired. Dis- 
tribution of engineering data for procure- 
ment purposes can be speeded by supplying 
contractors with microfilm copies of aper- 
ture cards, cutting time and expense of pro- 
viding full or half-sized prints. The printer 
is said to accomplish in one or two man- 
hours what would take upwards of seven 
manhours using regular reproduction meth- 
ods. For example, 50 copies each of 40 
different drawings (some 2000 copies) can 
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be produced in a little over an hour, de- 
pending upon work program. Machine op- 
erates by pushbutton control. Original 
aperture cards and blank copy cards, 
stacked in individual feeders, are fed auto- 
matically. Cards are separated by machine, 
with original being restacked and copy 
card moving through developing section. 
After copy card is developed, it is stacked 
automatically. Both originals and dupli- 
cates are returned in proper sequence. 
Duplicards emerge ready for immediate 
use. The Uniprinter 041 is 53” high, 29” 
wide, 84” long; weighs 1500 Ibs., uses 
220 volts, 20 amps, 60 cycle, single phase. 
Exposure lamp is 2200-watt mercury 
vapor. Price of machine is $25,000 in- 
stalled. For More Information Circle No. 
173. 


OFFSET PLATEMAKER 


NuArc Co., 4110 W. Grand Ave., Chi- 
cago 51, Ill, offers the FT-40 Flip-Top 
platemaker for all plates up to 30” x 40”. 
The FT-40 incorporates a vacuum frame 
on top and a carbon arc lamp in the base. 


The plate is loaded in the conventional 
manner, then frame is rotated to face car- 
bon arc lamp. An automatic timer elimi- 
nates all manual settings and adjustments. 
Once timer is set, arc strikes itself and 
continues to burn without attention until 
interval elapses. Because light is contained 
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within the base, no curtains, partitions or 
external exhaust systems are necessary. 
Pull-out drawer in base makes changing 
carbons fast and simple. Motor driven arc 
lamp mechanism offers more stable ex- 
posure, constant light value and more 
uniform coverage. FT-40 M with motor 
driven arc lamp is $945; with automatic 
arc lamp, $795. For Bulletin N5000, Circle 
No. 126. 


BOND & ONIONSKIN 


Eaton Paper Corp., Pittsfield, Mass., 
announces Eaton’s Eterna Bond, a type- 
writer paper said to last from 300-1000 
years. Made according to a new formula 
to provide protection against the ravages 
of time, the paper is recommended for 
important documents, letters and legal 


papers. Eaton stresses the fact that Eterna 
Bond’s price is comparable to nonperma- 
nent papers. Eterna is a bright-white sheet, 
air-dried, with a rich cockle finish. Typing 
tests have produced clear, crisp letters. 
All popular sizes and weights are offered: 
13, 16, 20, 24 Ib. bond and onionskin. 
For More Information Circle No. 139. 


POCKET RECORDER 


Matthew Stuart & Co., 156 Fifth Ave., 
New York 10, N. Y., offers a pocket-size 
tape recorder plus accessories. The Phono- 
Trix 88 weighs only 2% Ibs., including 
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batteries, and measures 1%” x 4%” x 
7%". Fully transistorized and operating 
either on batteries (three C cells and three 
penlight batteries) or AC, the 88 was de- 
signed for economical operation. A 420- 


ft. reel of standard Mylar dual-track 4” 
tape, costing $2.50, provides 70 minutes 
of recording time and may be used re- 
peatedly; 40 hours of recording time are 


obtained from a set of batteries. Stand- 
ard equipment includes hand microphone 
with duplicate start-stop controls for re- 
mote operation. Accessories include 
auxiliary amplifier-speaker, leather carry- 
ing case, tie-clasp microphone, wrist and 
pencil microphones, desktop speaker, 
stethoscope earphones, telephone pickup 
and amplifier, shoulder holster and AC 
adapter. Price is $129.95. For More 
Information Circle No. 191. 


PHOTOCOPIER 


Societe Polyclair, 52 rue de Ponthieu, 
Paris 8, France, makes the Polymicro, a 
low-cost photocopying machine in models 


— 


for copying documents from 8%” up ta 
33” wide. Machine’s cylinders assure ab- 
solutely flat copies on photographic paper. 
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Axel lamp provides constant, unvarying 
light for printing copies which machine’s 
cylinders deliver absolutely flat on photo- 
graphic paper. Two rests on either side of 
the printer’s light box allow copying pages 
in books of any thickness. The model 
illustrated is 1834” long, 934” wide and 
3%" high; weighs 24 lbs. Anyone can 
use the Polymicro to make quality, photo- 
exact copies anywhere in the office. For 
More Information Circle No. 158. 


VERTICAL TAB CARD TRUCKS 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., announces a_ truck 
system for vertically filed punched cards. 
The mobile system comprises a four-shelf 
truck plus a tilted, double-sided Tabtray 
rack, with optional Tabtray truck with 
tilted base compartment which accommo- 


dates seven trays vertically on each side. 
The two basic truck models, used with the 
removable Tabtray rack, provide efficient, 
complete transportation and storage for 
vertical card handling. Heavy-duty, high 
quality steel construction is electrically 
welded. Hemmed retaining edges on 
shelves secure trays. Quality five-inch 
casters, plate type, bolted securely in place, 
are available on a four-swivel, or two- 
swivel and two-fixed components. For 
More Information Circle No. 133. 


OFFSET INKS 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., introduces Chromatone 
Lithoflex Inks for nonporous printing sur- 
faces such as aluminum foil, vinyl, glassine, 
acetate, pyroxylin and other types of plas- 
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tics. These materials cannot absorb ink, 
so it must bind firmly to the surface in a 
hard, rub-resistant film. It is also recom- 
mended that press operator maintain 
minimum ink-water, and use an additive 
(such as Fountain Drier No. 304) with the 
fountain solution, to aid ink drying by 
minimizing retarding effects of fountain 
solution. Printing on nonporous surfaces is 
complicated by the use of smooth pre- 
sensitized plates. Polychrome Granekote 
plates have a finely grained surface which 
allows printing with the least ink and 
water. The binding and rub-resistant quali- 
ties of Lithoflex Inks make them suitable 
for cast-coated papers where extra hard- 
ness and scratch resistance are needed. 
Inks come in eight colors plus black and 
white. Since all plastic surfaces will not 
accept ink impressions via the offset process 
(in some vinyls, a plasticizer prevents bind- 
ing and drying), it is wise to submit samples 
to the ink supplier for testing. For More 
Information Circle No. 146. 


PAPER CUTTER 


Michael Lith Sales Corp., 145 West 
45th St., New York 36, N. Y., announces 
that the low-cost Triumph Jr. office paper 


cutter offers simplicity and speed of op- 
eration ‘because there is no wheel to clamp 
and unclamp paper before and after cut- 
ting. One motion clamps and cuts the 
paper. For safety, both hands must be 
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used to operate machine: one on the clamp 
handle, the other -on the blade handle. 
This procedure automatically locks and 
unlocks the safety latch. The Triumph Jr. 
is fast, safe and easy to use, has 10” cut- 
ting width, 1%” cutting capacity (thick- 
ness), 12” inside cutting length from knife 
to backgauge. Backgauge is easily removed 
to cut any length. The Triumph Jr. costs 
only $119 f.0.b. above. For More Infor- 
mation Circle No. 149. 


PAPER SHREDDER 


Industrial Shredder & Cutter Co., 103 
Mill St., Salem, Ohio, offers the Auto- 
Shred for use directly in the office or de- 
partment where proper supervision of 
records disposal can be maintained. This 
simplified, economical machine for pre- 
venting unauthorized persons acquiring 


engineering data, sales and accounting 
records, cancelled checks, style sketches, 
mailing lists and other confidential papers, 
utilizes an automatic feed with 10” throat, 
housed in a fiberglass case mounted on a 
matching metal base containing a light- 
weight aluminum collection bin for 
neat, clean operation. Bin will hold up to 
seven normal-sized wastebaskets of paper, 
and need be emptied only when convenient. 
Base is equipped with casters so that it 
can be rolled easily. The automatic feed 
hopper eliminates constant hand feeding. 
Up to 100 sheets of loose papers, cards or 
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DOES YOUR 
MIMEOGRAPH 


LEAK? 


Does your secretary get messy whenever she uses the mimeograph? Does she have 
to clean it for each job even when you're rushed? Are copies fuzzy and indistinct? 
lf your answer is yes, see the new Bohn Rex-Rotary twin cylinder, paste ink 
mimeograph. It’s the first really clean mimeograph; never leaks, stays clean, always 
ready for instant use. Always produces clean, sharp, printing-press quality copies. 
AND it sells for far less than other first quality mimeographs. Mail this coupon today. 


BOHN DUPLICATOR COMPANY —[_] _iase arrange a domonctration in ou 
444 Park Avenue South, Dept. t 10 Please send further information, including 
New York 16, N. Y. a Sane samples printed on the Bohn 
IIE scsiicissthtumescidasieindibi diate tinmsicitaritaisicenacs:: =: 

| EE RESETS eT, * LEAR ERT 


For More Information Circle No. 438 
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| tickets can be stacked in the hopper. 
| Stapled, pinned or folded papers can be 


fed through a separate gravity hand feed 


=5; y/ | which operates simultaneously with the 

= TaNfM, 2X works | automatic feed. Papers are shredded be- 

yond reconstruction into %4” strips. Clips 

and pins are cut without damage to cutter. 

cheaper Geared drive allows use of 1/3 hp. motor 

| on any 120-volt line with no danger of 

| overloading electrical circuits. All oper- 

| ating mechanisms are completely enclosed 

| to make machine safe for operation by 

anyone in the office. Unit is furnished com- 

plete, ready for immediate use. For More 
Information Circle No. 148. 


TELEPHONE SCRAMBLER 


Delcon Corp., 943 Industrial Ave., Palo 
Alto, Calif., makes a telephone speech 
scrambler for use with standard telephone 
| instruments. Weighing 27 oz., it may be 
| carried in a pocket or briefcase. Resem- 
| bling a slightly oversized telephone hand- 
| set, the scrambler requires no wires or 





Have you 
ever tried 
Electric Stapling? 
It’s time you did! 
Staplex does every stapling job in less 
than half the time and costs so little 


to own. Let us show you today how 
Staplex increases work output while it 


saves you valuable time and money. other connections between itself and the 
There’s a Staplex stapler for your phone. The user places the Delcon device 
every need. against the handset and holds the two 
57a, instruments together when he wishes to 

pe Fifth alex Compe pid scramble a confidential conversation. In- 
World’s ‘analbent otis cell ternal batteries furnish power for the ten- 

of Electric Staplers transistor circuit which transforms ordi- 

nary speech into incoherent gibberish. 
Only a second matched Delcon scrambler 





For More Information Circle No. 417 
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Records and information on microfilm are found fast—and 
put to use in seconds with a THERMO-FAX “‘Filmac’’ Reader- 
Printer. There's no waiting for copies, no tedious typing; 
transcription errors are eliminated. 


For filing and finding... 


FILMWORK 
IS EASIER THAN 
PAPERWORK 


Filing and finding facts—the biggest paper- 
work problem in business and industry—is 
being solved today by substituting film- 
work for paper work. 


Filmwork is easier than paperwork. Micro- 
film records are more accessible than 
paper records because in 4% of the space 
you can have 100% of the records. More 
records can be kept close to people that 
need the records. 


Filmwork is faster than paperwork. Micro- 
film can be indexed so that filmed records 
can be located more easily and quickly 
than paper records. 

Filmwork costs less tiian paperwork. 
Microfilm savings are not only in space. 
Low cost copies from microfilm eliminate 
chargeout systems, resorting, refiling, and 


all the other work that is necessarily re- 
peated over and over again with paper. 


3M makes 
microfilm easy 
to use 


Filmwork became practical for business 
and industry only a few years ago when 3M 
introduced the THERMO-FAX ‘‘Filmac”’ 
Reader-Printer. For the first time a reader 
and a printer were combined in one com- 
pact, low cost unit—and work-size prints 
from microfilm became almost instantly 
available to anyone. There’s a ‘‘Filmac 
100" Reader-Printer that has a bright view- 
ing screen, simple pushbutton operation, 
and makes clear copy after copy in 84" 
x 11” size of microfilm in rolls, jackets, and 
FILMSORT Aperture Cards. A ‘‘Filmac 200" 
Reader-Printer delivers prints up to 18” x 
24” in seconds. 

‘‘Filmac’’ Reader-Printers make filmwork 
practical for any size business and indus- 
try. With a THERMO-FAX “‘Filmac” Reader- 
Printer you can take more than a look—you 
can take a low cost copy in seconds. 


Get the proof! 


Get the proof 3M makes microfilm so easy 
to use. Find out how you can speed up fil- 
ing and finding facts with 3M Microfilm 
Products. For a free copy of ‘‘How to Put 
Microfilm to Work’’, mail coupon. 


Please rush me (1) information on how 3M 
makes microfilm so easy to use, (free copy 
of ‘‘How to Put Microfilm to Work."’ 


Name Title 


Company. 
Address 


SRS ae ee 


3M 


BRAND 


MICROFILM 


PRODUCTS 


Mitenssora Mfimine ano \fanvractunine company 


ST PAUL 6, MINN DEPT. FBC. 
h c aa 


For More Information Circle No. 215 
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THE HAMILTON RITE-COPY LINE 


CUT-SIZE PAPERS — 
226 DIFFERENT ITEMS! 


..-and they’re all HAMILTON QUALITY 


Business Papers: Hamilton Bond, Mimeo, Duplicator; Montgomery Bond, Mimeo, Duplicator 
Text and Cover Papers: Hamilton Andorra, Hamilton Kilmory 
Vellum Papers: Hamilton Starwhite; Hamilton Vellum Opaque; Hamilton Vellum Cover 
Offset Papers: Hamilton Offset, Test Offset 
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Standardize on Hamilton Rite-Copy Papers—one broad 

quality line for all duplicating-machine uses. You get 13 

mill-brand papers in white and colors, with many 

weights and in practical sizes from 8%” x 11” to 

11” x 17”. They're all cut to the right size and press - 
ready .. . many 3-hole punched and Mylar* reinforced. PA D E R S a 
They're all in new, colorful, moisture-proof packages. Semiiten Paper Company, Miquea, Pa. 
And there’s no increase in price! See your Hamilton mis at Miquon, Pa,, and Plainwell, Mich, 
merchant. Offices in New York, Chicago, Los Angeles 


*Du Pont Registered T.M. 
For More Information Circle No. 305 
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at the other end of the line will translate | 


the conversation back into normal speech. 
Model 105 permits either person to speak 
at any time without pushing a button, and 
is $219 per instrument; Model 104 re- 
quires user to push a button before speak- 
ing and is $159. For More Information 
Circle No. 186. 


STORAGE FILE 


Lennox Distributors, Box 483-H, Mas- 
sillon, Ohio, announces Super-Strength 


Pyramid drawer-and-shell storage files |. 


made of 350 lb. test fibreboard with 
double-thick supporting sidewalls. Steel 


reinforcement at the front locks for perma- | 


nent stacking and durability. Pyramid files 
are shipped and stored flat, saving 75% of 
storage space and reducing delivery costs. 


Assembly is simple since all important 
joints are pre-stapled at the factory. A 


lead pencil is the only tool needed to | 


assemble. Pyramid files embody many 
features of metal files: stacking guides, 
drawer stops, recessed drawer pulls and 
card holders. Bases, follower blocks and 
a full line of optional accessories are avail- 
able. Pyramid storage files provide orderly, 
accessible, permanent records filing at low 
cost. Popular size sells for $4.15 in most 
areas. Designed and produced by Convoy, 
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-M 
ATALOG of A-M 
wart storage cabinets 


small p 


The perfect cabinets for 
storing small OFFICE SUPPLIES 


This new catalog illustrates the effi- 
cient and scientific storage of small 
items. This proven system CUTS 
COSTS by saving time and space. 


Clear plastic 
drawers offer 
visual invento 
control. 


175 stock mod- 
els with from 6 
to 128 drawers, 
or we can con- 
struct to your 
specific needs. 








WRITE FOR 
FREE CATALOG 
TODAY! 
AKRO-MILS CABINETS 
Box 989-X © Akron 9, Ohio 


For More Information Circle No. 259 
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’ FILMARCOR 


AUTOMATIC MICROFILM 
READER-PRINTER 


Automatically makes a cut, letter-size print 
of outstanding quality from 16 or 35 mm 
microfilm in 20 seconds. Anyone can use the 
desk-top Filmarcor, under any lighting con- 
ditions, to produce 60-70 prints an hour, 





ARCOR 


Electronic 
Automatic 
Photocopier 


Produces perfect, true 

photo-exact copies of 

any document at the 

rate of six a minute—all automatically—just 
press the button, All office personnel can use 
the Arcor Electronic for multiple copying of 
any subject matter including all colors, 





Photocopier 


Handsome, compact, economical. Makes 
photo-exact copies — anywhere, anytime. 
Copies all colors, Various models capable of 
processing paper from 814” up to 33”. The 
smallest office can profitably use the Poly- 
micro. 

U.S. agents sought for this highest quality equip- 
ment which is now distributed throughout the 

rest of the world. 


* Societe POLYCLAIR 
52 rue de Ponthieu, Paris 8, France 


For More Information Circle No. 271 





Inc., Canton, Ohio, makers of Chem-board 
rigid storage files. For More Information 
Circle No. 147. 


AIR PURIFIER 


Woodlets, Inc., 2048 Niagara St., Buf- 
falo 7, N. Y., announces the No. 2500 


| Ozium vaporizer which will help to reduce 


the danger of airborne infection when 
used continuously in accordance with di- 
rections. Odors and smoke are noticeably 
cleared up when Ozium vapors are re- 
leased. The vaporizer continually releases 
sufficient vapors to treat an area up to 
2500 cu. ft. One pint of Ozium concen- 
trate will last 30 days, running continu- 
ously night and day. For More Informa- 
tion Circle No. 121. 


CUTTING BOARD 


Photo Materials Co., 2100 W. Fulton 
St., Chicago 12, Ill., announces that an 
automatic, nonslipping parallel clamp, 
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The hidden element in pin- 
pointing the cost of carbon 
copies is the number of times 
carbon paper is used before 
it is discarded. We’ve pre- 
pared a study to help you 
determine the cost of your 
carbon copies. Folder HC-22 
is yours for the asking. 


You'll discover what more 
and more firms are learning 
every day ... that the most 


efficient and economical way Patented 
to produce carbon copies is / /, ul 7 0 oy, 7 
with Huron Copysette, our De yd e jel, le 
i od 
Wh ' 


patented manifold carbon 


paper set. LLOUT Style 


. Me MANIFOLD CARBON PAPER SETS 
At its new low price, Huron . 


Copysette is America’s best 


office supply buy. 
PORT HURON SULPHITE & PAPER CO. 


* Licensed under Kerr Patent No. 2,557,875 PORT HURON, MICHIGAN 
, : Insist on the finest, 
Available in Canada through . 
APSCO PRODUCTS, LTD., Toronto, Canada ask for HURON COPYSETTE by name. 
For More Information Circle No. 212 
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ABSOLUTELY! 


The Fastest and Easiest Way to 


DESTROY 


CONFIDENTIAL 
PAPERS 





The only sure way to keep confidential papers Absolutely Secret! UNREADABLE 
4b. \ SHREDS 
You positively destroy confidential papers and records—quickly By COME OUT HERE 


and easily—tright in your own office with the new Shredmaster 
Bantam 10. 

Anyone can do it. Handsome and modern design, the Bantam 10 
fits your office decor. It’s clean and quiet in operation. 

Now at a new low price. (Other models of greater capacity avail- 
able.) 

FREE: Iliustrated descriptive folder giving details of free 

trial. Just write today to: 


THE SHREDMASTER corporation 


Dept. A-3, 384 Woodcleft Avenue, Freeport, New York 


For More Information Circle No. 207 
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actuated by the cutting blade, is now avail- 
able on its low-cost, heavy duty cutting 
board. Hardened tool steel blades on both 
cutting blade and bed give the No. 36 
Cutting Board long and dependable life. 
Both blade and bed are detachable for 
sharpening easily and quickly. The actu- 
ating mechanism brings the clamp down 
on the material to be cut in such a way 
as to prevent paper or other material slid- 
ing. Because clamp is full length it 
eliminates any other movement, assuring 
clean, accurate and uniform cuts. Paper, 
plastics, light gauge metals, cloth, heavy 
board and felt can be trimmed to size 
with the unit, which is available with a 
heavy-duty table and convenient shelf to 
catch clippings. Machined markings on 
face of board provide accurate guides 
to location of the cut. Tool steel blade 
has two separate heavy-duty, long-life 
springs. One keeps blade in true alignment 
as it cuts and provides self-sharpening 
action. The other spring acts as a safety, 
holding blade up until it is brought down 


to make cut. Blade cannot come down by 
itself. For More Information Circle No. 
150. 


OFFSET PLATEMAKER 


Copy-Craft, Inc., 105 Chambers St., 
New York 7, N. Y., announces the Copy- 
Craft Vacuum Frame Printer and De- 


veloper for making high quality offset 
plates in any office, without mess or bother, 
and at a moment’s notice. The light box 





save Time . . . and Money with 
QUIK-RITE SPEED MESSAGES 


Here’s the perfect answer for the 


with : 


utive. Attractive, low cost SPEED 


get you we ieumodiats cooly. Ghat ag We 


sade set too... message and answer are 


on the same form. 


Examine quality-made SPEED MESSAGES, and other 


SPEED LETT 


SEND FOR" 


Fairfax time-saving business forms — two-way 
ERS . a MINUTE MEMOS. . 
"Quik-Rite te CARBON COPY SETS. 


Fairfax Business Forms - + 
Huyler & Kansas Streets+ Hackensack, New. Jersey 


FREE! 


.Please attach coupon to business card or letter head. . 


Send me immediately one Sample . 
Kit with exact examples of two- 
way SPEED MESSAGES and other 
Fairfax business forms. 





Cree! KIT | 


Company: 





Address: 





Bt 


City & State: 


Dept. 0-261 : 





For More Information Circle No. 416 
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SAVE 


with 
COPY MAKER’ 


O10 Town’ 


AVAILABLE THROUGH BETTER 


STATIONERS EVERY WHERE 
For More Information Circle No. 240 


196 





is constructed on the vacuum principle to 
insure perfect contact every time, pro- 
ducing plates for quality reproduction for 
both line work and halftones, at 39c each. 
The resultant saving is up to $3.00 per 
plate. No additional equipment is required. 
Plates can be made from any original 
whether typed, handwritten, drawn or 
printed, from blueprints and the most 
difficult paste-ups. Entire process, from 
original to plate, takes less than a minute. 
Equipment is so simple to operate that 
anyone can learn the entire process in a 
short time. The Copy-Craft offset plate- 
making two-piece unit can be used for all 
regular photocopy work as well. For More 
Information Circle No. 159. 


SINGLE SHEET HANGER 


Plan Hold Corp., 5204 Chakemo St.,_ 
South Gate, Calif., announces a single 
sheet hanger made of heavy-duty press- 
board with a self-adhesive strip already 
applied. Made in 18” and 36” sizes, 
notched to fit the Plan Hold Single Sheet 
Rack, hangers can be cut to any lesser 
length with a scissors. An adjustable size 


rack also is available to accommodate 150 
hangers of any length up to 36”. Although 
intended for single sheets, envelopes, art- 
work, tracings and almost any large sheet 
material can be filed vertically with the 
self-adhesive hanger. Pre-drilled holes per- 
mit groups of hangers to be fastened to- 
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$9, 56/, S46. 01 $4,463,632.00 
1.42 x 24 
/ EET £53 58 54528.00 


3824538404 292726490 

95614460! vate hh ed 
$13,576, 11.3342 ACESS Bap (S68T=4)x341=? 
1025433600 


I2X3/(= 025433600 
127X12X3/1=7 seataattacs $45,627.93 


14050867200 “a 642,6/5.00 
3512716800 144 
7025433600 
$753,204464,22 



































DON'T AGGRAVATE YOURSELF! 


Replace longhand calculating with the 
FACIT CM2-16. Save valuable time... get fast 


results with accuracy. The handy manual célvolasor that’s 
small enough to sit on the corner of your desk, light 
enough to carry anywhere. “Standard” 10-key keyboard, 
large (16 digit) capacity. Unique back transfer multiplies 
continuously without resetting! The best answer for every 
desk. REMARKABLY LOW PRICED! FACIT CM2-16. 
FACIT, INC. 404 Park Avenue South, New York 16, 
New York « 235 Montgomery Street, San Francisco. 

*Find 3 hidden longhand calculating errors, 

For More Information Circle No. 421 
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At $99.50, you can afford one in every department. The 101 saves ‘‘scoots”’ 
down the hall to make copies . . . ends delays at central copying departments 
. .. minimizes retyping chores . . . eliminates dependence on outside copying 
sources . . . avoids red faces due to typing errors . . . increases efficiency. 

Don’t be fooled by the $99.50. You can’t do better at twice the price. 
Send the coupon—we’ll send proof. 








THE 101 MAKES SHARP, 
CLEAR COPIES OF ANY 
PRINTED, WRITTEN OR ; 
DUPLICATED DOCU- HOW TO EXPLAIN 
MENT, CARBONS, 2- | (SELL) IDEAS 
SIDED ORIGINALS, — 

AND TRANSPAREN. 

CIES, TOO! 


eecton 





Price shown is manufacturer's 
suggested retail price subject 
to change without notice. Other 
models also available. 



































nae Soasommecenee 


Model 101 Photocopier 


A ‘ b : D | C K Fer Mere. tatermation 
DUPLICATING PRODUCTS | 
ee 


A. B. DICK COMPANY - 5700 W. TOUHY AVENUE - CHICAGO 48, ILLINOIS 





Gentlemen: Please rush me new 101 Photocopier brochures: 
C) “How to save time and get more work done during working hours” [] “Quick copies” 


Name__ ‘ Sn gcd ; ______ Position_ 
Company____ ‘ sc ‘ ae _ Address_ 
a iin SS SR 


H ether with ordinary %” paper fasteners. 

How To Get Things Done Tracings and vellums can be reproduced 
with the sheet hanger attached. Several 

Better And Faster racks and cabinets are offered for suspend- 

ing single sheet hangers. The 18” self- 


adhesive hangers retail at $1.75 per doz. 
For More Information Circle No. 144. 


TYPE SPECIMEN BOOK 


|  Fototype, Inc., 1414 W. Roscoe St., 
Chicago 13, Ill., offers a 68-page type 
specimen book which illustrates over 300 
type styles and sizes available in pre- 
printed, pre-trimmed set-it-yourself alpha- 
bets. This is Fototype’s biggest catalog and 


BOARDMASTER VISUAL CONTROL 

yy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors i 

vy Simple to operate — Type or Write on | | 
Cards, Snap in Grooves 

vy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $450 with cards 
the first to include Rule-Pak self-adhesive, 


FREE 24-PAGE BOOKLET NO. F-500 | pre-cut strips of printed typographical rules 
Without Obligation and borders. A feature of the book is its 


liberal sprinkling of informational para- 
Write for Your Copy Today graphs with practical pointers on type se- 


GRAPHIC SYSTEMS lection, layout and paste-up procedures. 


Yanceyville, North Carolina Because it is inexpensive and easy to 
For More Information Circle No. : 471 

















INCREASE DATA KEEPING EFFICIENCY 
ea WITH VISI-REF BOOK SETS 


Here is the easy, modern way to keep prospect names, 
addresses, investment records, appointments, business 
cards and many other records that need to be indexed, 
easy to reach and read. Recordplate’s VISI-REF book 
sets are loose leaf and designed to provide better 
organization, time-saving and more efficient handling 
of data. 
14 different book sets are available in various sizes, 
3 rulings and indexing, at a price that you can afford. 
“Gales Prospects and Write for catalog and name of nearest dealer. 


Fottew-Up Beck Sots RECORDPLATE, Dept. 0, 130 N. Fair Oaks Ave., Pasadena, Calif. 

















For More Information Circle No. 367 
Tue Orrice—March, 1961 





How Wilson Jones Stock “Snap-A-Way” 
Request For Quotation Form 


Saves You Time And Money 


- ‘Copy No. 1 is sent to the first source, : 
for example: Smith & Co. 


H 


3 Copy No. 2 is sent to second source: 
Jones & Co. 


H 
i 


Buyer fills in the original with names of all 3 sources Copy No. 3 is sent to the third source: 
invited to bid. Note space for recapping all bids received. Brown & Co. 


ASK FOR 3 BIDS WITH 1 TYPING. This new 4-part [GreryLine] “Snap-a-Way” stock form 
can be used as is or imprinted with your own company name. Each source asked to quote 
sees only his name and buyer's specifications on his copy, while all 3 names appear on 
original copy kept by purchaser. Ask your office supply dealer for Wilson Jones form 44-152 
or write for free sample on your letterhead. 


WILSON JONES 


209 S. JEFFERSON ST., CHICAGO 6 
© Copyright. 1961. w v C Ent NEW YORK - BOSTON - ATLANTA « SAN FRANCISCO 


For More Information Circle No. 378 
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TELL YOUR STORY 
7 WAYS eee 


© Paper Pad Presentations © Blackboard Chalktalks 
@ Flip Chart Presentations @ Card Chart Speeches 
@ Flannelboard Demonstrations 


Easel, used as chalkboard 
—folds in a jiffy. Light- 
weight, easily carried 
in case. 





Hinged clamp 
holds pad for 
effective pad and 
crayon 
presentation. 





ARLINGTON S-WAY = $450 
PRESENTATION EASEL «. 4 ).-cnn 


Complete with hinged clamp chalkboard, chalk, 
eraser. 

Four paper pads 

Flannelboard accessory 

Carrying case 


AV RLINGTON 


ALUMINUM COMPANY 
19007 W. Davison. °* Detroit 23, Michigan 


For More Information Circle No. 267 
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handle, Fototype provides professional re- 
sults despite limited experience or a short 
budget. No metal type, inking, proofing 
nor chemicals are required to set a Foto- 
type heading. Letters are precision-printed 
on index stock, pre-cut to snap into auto- 
matic alignment on an adjustable alu- 
minum composing stick. A strip of pres- 
sure-sensitive tape holds the line together 
as it is trimmed and pasted into position, 
ready for camera. Results match the ap- 
pearance of reproduction proofs. Practical 
applications of Fototype cover display 
lines and headings for offset printing, zinc 
etchings, diazo, silk screen, electronic 
mimeo stencils, TV titles and visual aids. 
Making needed changes and alterations is 
particularly convenient. For catalog, Circle 
No. 163. 


ENVELOPES 


Stein, Hall & Co., 285 Madison Ave., 
New York 17, N. Y., announces Flash 
Seal envelopes with a patented adhesive 
said to be highly resistant to both heat 
and humidity so that envelopes will stay 
unstuck and uncurled no matter how long 
they are stored. The resulting flatness is 





said to be of particular benefit to users of 
inserting and mailing machines. Tests on 
Bell & Howell Phillipsburg and Pitney- 
Bowes inserting and mailing machines are 
claimed to show that Flash Seal envelopes 
feed with no clogging, jamming or diffi- 
culty in stacking. Once moistened by con- 
ventional methods, the flat envelopes are 
said to remain perfectly sealed. Adhesive 
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@eeeeeeeeeeceeeeeeeeeseeeeeoeeeeee 
These copies are 


TERRIFIC! 


we've never had 


Ne're now using 


PHRF AX 


it makes whiter 


them so clean 


and crisp before. 


copies and costs 


@eseeeeseeeeeoeeeeeeee gr tees eee 
be e 
> much less too! 
°° 
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* e 
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e =< a — AX PERRY SHERWOOD CORPORATION 
257 Park Ave. So., New York 10, N. Y., Dept. 4 
Please rush a trial 500 sheet box of PERFAX thermo- 


the perfect paper graphic paper at $22.50. 
for Thermofax users O Check enclosed. © Send bill. 


() Have your nearest representative demonstrate 
PERFAX On my machine. 


BONDWEIGHT + PERMANENT en 
GUARANTEED IN WRITING Address 


For More Information Circle No. 225 











NOW: 
' 
The degree of cleanliness achieved by new 
Y0) UR Columbia Plastisol Spirit Ready-Masters was 
but a few years ago only a laboratory dream 


and a typist's hope. 


SPI RIT] This new cleanliness is the product of 
Columbia research and development. It is ob- 
tained by the use of chemically integrated dyes 


DUPLICATING tress tec consent 


In preparation, handling and duplicating of 
all types of masters from simple carbon units to 
CA N complex forms for office systems applications 
and data processing, cleanliness is the word— 
figuratively and literally. 


B F AS In addition to cleanliness the user is assured 


crisp, clear copies throughout the duplicating 


run. Long highly uniform runs and the ability to 
( [FA N AS re-run are added assets. And.the new Plastisol 
Spirit Ready-Masters go into action immedi- 
ately—no build-up with the resultant waste 


THIS = 


Whether it's in flat sheets, master units, con- 


tinuous forms, teletypewriter rolls or inter- 
PA ( E leaved sets, a Plastisol spirit carbon will handle 
the job. Get this new cleanliness. Get Colum- 


bia Plastisol Spirit Duplicating Masters. 


For free demonstration consult yellow pages 
for Columbia dealer nearest you. For further 
information write to ‘Plastisol Division’ at 
either address below. 


PLASTISOL SPIRIT MASTERS 
BY 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 
Columbia Ribbon & Carbon Pacific, Inc., Duarte, Calif. 





For More Information Circle No. 213 
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is made from an uncooked dextrine ground 
to a fine consistency. Applied to envelopes, 
it is colorless, odorless and tasteless. Im- 
printing these envelopes can be done at 
faster speeds and they require smaller 
boxes and shipping cases. For More In- 
formation Circle No. 137. 


STATEMENT FORMS 


Bill-A-pak Co., 2908 Emerson Ave. S., | 


Minneapolis 8, Minn., reports that pre- 


paring monthly statements on a Bill-A-pak | 


continuous form can save up to 50% in 


time by eliminating the waste motion re- 
quired to handle and align 


sheets. Imprinted to order, in various 


layout styles and type setups, these con- | 
tinuous forms cost no more than ordinary | 
For More Information Circle | 


statements. 
No. 183. 


OFFSET PLATEHOLDER 


Van Son Holland Ink Corp. of America, 
Union and Liberty Sts., Mineola, N. Y., | 
offers a non-skid plateholder with an | 


automatic lock on the clamp for easy in- 
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individual | 


GET THINGS DONE 
WITH GOOD SYSTEMS 


LEARN 


Work Measurement 
Survey & Analysis 
Organization Planning 
Systems Concepts 
Procedures Writing 


Techniques and Tricks of 
the Trade 


Systems Reports 
How to Run a Systems 


Department 


A new 50-week on-the-job course 
covers 17 basic areas in systems 
work. Prepares you for promotion. 
Helps you train assistants. 


This organized plan is a formal 
course, developed by The Founda- 
tion for Administrative Research, 
conducted by professional systems 
teachers. Fee $250 complete. 


This course is marketed by the pub- 
lishers of Systemation Letter, a semi- 
monthly bulletin on systems trends and 
techniques. 


Portfolio 2000-O02B 
“Orientation in Systems” 


ROSS-MARTIN 


For More Information Circle No. 410 
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THIS 
PAPER 
IS 
EXACTLY 


RIGHT 


Are you constantly faced with the problem of finding 
the paper that best fits the specific job? 


Whether your job requires a bond, mimeo, offset, 

duplicating or manifold paper, the MACKINAC 

line has a paper especially made for your job. All MACKINAC 
MACKINAC Job-Ready Business Papers are preci- 24 
sion cut at the mill to sizes 814 x 11 and 8% x 14. 
MACKINAC VELLUM is made in brilliant White 
in 40, 50 and 60 pound. All other MACKINAC Send for 12-page illustrated 
papers are available in White and six bright colors a 


é tions of the 7 Grades of 
that match across the line. MACKINAG papers: 


MACKINAC BOND 
F L E T C H E R MACKINAC DUPLICATOR 
_ 7 MACKINAC MANIFOLD 


MACKINAC MIMEO 

PAPER COMPANY MACKINAC OFFSET 
General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS MACKINAC OPAQUE 
Mill at ALPENA, MICHIGAN MACKINAC VELLUM 


For More Information Circle No. 335 
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J08-READY 
BUSI) NESS PAPERS 





sertion and removal of the plate. The 
surface is plastic over 3/16” hardboard, 
and the plateholder will not move under 
nard wiping of the plate because a foam 
rubber cushion holds the device to the 
table top. This leaves both hands free 
for developing. The 115%” x 1814” size is 
large enough to accommodate plates for 
most offset duplicators. The plateholder 
eliminates the danger of creasing and 
bending plates while developing the image. 
Price is $8.90. For More Information 
Circle No. 143. 


STENO PRACTICE RECORDS 


Keane Records, 1439 N. Western Ave., 
Los Angeles 27, Calif., offers Steno-Disc 
dictation long-playing (33-1/3) records 
which feature actual business letters for 
secretaries and stenographers. These dic- 
tation records are an easy way to maintain 
and increase shorthand speed. Four differ- 
ent records are available, with material 
from actual business letters, delivered by 
a well-modulated, easy-to-understand male 
voice. Each general business record has 





36 minutes of dictation in the following 
speeds: Record 501, 60, 70, 80, 90 wpm.; 
Record 502, 70, 80, 90, 100 wpm.; Record 
503, 80, 90, 100, 110 wmp.; Record 504, 
one side general business, 90, 100 wpm. 
and one side legal dictation, 110, 120 wpm. 
Each record is $3.98. For More Informa- 
tion Circle No. 129. 


New Miller-Trojan “SHARPSHOOTER” handles all 3 


Ektalith, Xerox, Gevacopy backs inter- 
change easily and quickly. All backs 
mount in same focal plane; use same 
focusing scales for each. 


Length only 6342". Built low for easy 
loading of copy. No complicated con- 
trols; anyone can operate after brief 
instruction. 


Wollensak wide field lens permits 3x 
enlargement, 3x reduction. Copy board 
size 22” x25”. 


Transformer-operated incandescent ex- 
posing lights permit operation at three 
different intensities. Economjcal, yet 
provide high intensity light necessary 
for transfer processes. 


16-hour training classes in process 
camera operation are conducted at the 
Miller-Trojan plant. Openings are pre- 
sently available for your personnel. 


MILLER-TROJAN Company inc. 


Dealers in All Principal Cities 


° 
XEROy 


"© Ning 


my 


wen 
© Crvcery 


Troy, Ohio 


For More Information Circle No. 258 
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Troubles—with the 


destroy it 


office paper shredder 


For more information see your dealer or write 


MICHAEL LITH sales corp. 


145 West 45th Street, New York 36, N. Y. 
@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 275 





GLIDER All Steel Vertical 
BLUE PRINT 
FILES 


Write for free literature 
fy 


For More Information Circle No. 276 
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BALLPEN 


Gardner Stamp Co., 166 S. Washington 
St., Wilkes-Barre, Pa., announces Prest-O- 


| Rite retractable pen which will write 


through warm, sticky grease with no skip- 
ping. Available in medium (.039) point, 


blue ink only, designed for smooth writing 
and longer life. Contains special Jumbo 
refill with Grippit ball and Formulabs 
quality pre-tested ink. Metal Protect-O- 
Point prevents ink smudging. Smooth top- 
action mechanism and military clip. 98c 
each, $9.41 per doz., postpaid with money- 
back guarantee. Single sample Prest-O-Rite 
pen sent for 75c. For More Information 
Circle No. 161. 


OFFSET DUPLICATOR SORTER 
Addressograph-Multigraph Corp., Cleve- 


"land 17, Ohio, announces the automatic 


Copy Sorter Model 670 which performs 
the collating operation as a by-product of 
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THIS IS THE UNDERWOOD FORUM 


This new electric typewriter with both carbon ribbon and 
fabric ribbon offers a unique combination of advanced fea- 
tures, outstanding beauty and sturdy dependability. In the 
exceptional beauty and readability of its typescript the Forum 
offers businessmen a way to make every typewritten message 
more important, more impressive and more complimentary 
to the recipient. When used for high-level correspondence 
the Forum’s carbon ribbon provides impressive color-con- 
trast, while for routine typing assignments the fabric ribbon 
may be preferred. (For cutting stencils, of course, the Forum 
may be adjusted to use neither ribbon.) Such features as the 
title-centering scale and reverse tabulation help to make the 
Forum one of management’s most efficient office tools. For a 
demonstration, telephone your local Underwood representa- 
tive. Underwood Corporation, One Park Ave., N.Y.16, N.Y. 


For More Information Circle No. 425 
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Don't break your back 
digging up buried information! 
LOCATE YOUR RECORDS EASILY—No more fussing 


and fuming. With Prunto files your records are 
as active as your regular files. 


BEAUTIFUL APPEARANCE-—Finish in attractive 
olive green to match your regular office files. 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board...reinforced with steel 
on the shell and the four corners of the drawers 
as well. 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling. 


PRONTO 


STORAGE FILES 


$4.70 


Letter Size 


$3.90 


Prices slightly higher 
in Texas, Colorado, 
West of the Rockies and 
outside the U.S.A. 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 


For More Information Circle No. 249 


210 


offset duplicating. This addition to the 
Multigraph product line can be attached 
to any Multilith Model 1250, 1275 or 2550 
duplicator. Its operation is synchronized 
with that of the duplicator and the need 
for manual collating is eliminated. As a 
result production is greatly increased; cost 
reduced. The Model 670 Sorter’s rotary 
drum has 50 compartments. Each will 
hold up to 100 sheets of 20 Ib. paper from 
3” x 5” to 11” x 14”. Thus 50 sets of 200 
pages each can be duplicated front and 
back and automatically gathered in a 
single machine run. For More Informa- 
tion Circle No. 135. 


PUNCH & FILE FASTENER SET 


Charles Leonard, Inc., 79-11 Cooper 
Ave., Glendale 27, N. Y., offers a desk- 
model punch and ten sets of 2” capacity 
prong file fasteners in one compact pack- 


age. The punch, in sea foam green, has 
three punching positions utilizing stand- 





Check Size $2.65 | 


ard 234” centers. Ten complete sets of 
Prestong R-20 fasteners complete the pack- 


_ age. For More Information Circle No. 164. 


ENVELOPE OPENER 


Redman Co., 6028 N. Cicero Ave., 
Chicago 46, IIl., introduces the low-priced, 


| fully automatic electric Wombat Letter 
Opener for offices which open moderate 
volumes of mail. It is said to meet the 
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how to sharpen lines with 


tapar. 
TRANSLUCENT PARCHMENT 


e Type or write on any kind of paper. 
Then feed it through a direct copy machine. 
Do the same thing with a sheet of Patapar 
Translucent Parchment. 


Compare the copies. Copies made from the 
Patapar Translucent Parchment will be 
sharper every time! 


Ozalid, Bruning and similar diazo type 
copy machines work best when they don’t 
have to work against the master sheet. 
Patapar Translucent is a unique material 
which doesn’t present a diffusing barrier to 
the ultra violet light from these machines. 
It transmits the light from the high-pressure 
mercury vapor lamp in straight lines to the 
copy paper. It doesn’t diffuse it .. . bend 
it... reflect it. You get copies with crisp, 
sharp lines. Exactly as sharp as the lines 
on the Patapar master sheet. 





Printed Patapar Translucent office forms 

will add even more readability, speed, con- PATERSO N 
venience and ease to your daily com- 
munications. The carefully prepared surface PA RC H M EN T 
of this Translucent Parchment is ideally 

suited for the sharp and precise printing 
necessary in form make-up. This same PAPER COMPANY 
quality eliminates feathering, regardless of 

the type of pencils, pens or typewriters 

used to fill in the forms. If you use Ozalid BRISTOL, PENNSYLVANIA 


or Bruning (diazo type) copy machines, ale ces: New York. Chicago 
please request samples of PATAPAR on 2 re nes st Pl at: § + - ol 
your company letterhead. est Loa a unnyvale, ornia 
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The /NVISIELE Fingertip inal 


FOR HANDLING PAPERS FASTER 





AS 


NO MORE Ny “A ) RUBBER FINGERS... 


NO MORE MESSY i SPONGES | 


Just apply SortkKwtk to fingertips 
for = less, stainless, tacky film. 
See how easy it is to ord a rs 
of all kinds. One application is long 
lasting. Contains no drying alcohol. 
Washes off easily. Widely used in 
offices throughout the country. Try 
it and see why. 


ONLY 50¢ EACH 
AT YOUR 
STATIONERS 





or mail coupon direct to 


1 
| LEE PRODUCTS COMPANY | 


i Dept. O-3, 2736 Lyndale Ave. So. © Mpls. 8, Minn, 


' [_] Please send me 2 regular size containers | 
| for $1.00 postpaid. 

















“Copyright 1961 Lee Products Co. 
For More Information Circle No. 272 
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requirements of speed and utility required 
by even large mail order firms. The 
Wombat automatically feeds and opens all 
sizes of envelopes at the rate of 300 to 400 
a minute. A patented cutting head opens 
the lightest weight airmail envelope without 
tearing, cutting or mutilating contents. 
Unit occupies only 9” x 12”, and is stream- 
line-designed to enhance office decor. 
Enclosed cutting heads for safe, quiet, 
operation. Gearless motor needs a mini- 
mum of maintenance. All parts are U.L. 
approved. The Wombat sells for $129.95 
and is unconditionally guaranteed for one 
year against defects in workmanship or 
materials. For More Information Circle 
No. 152. 


CHAIN PRINTER RIBBON 


H. M. Storms Co., 561 Grand Ave., 
Brooklyn 38, N. Y., announces a nylon 
ribbon for IBM 1403 Chain Printers with 
extremely dry inking which prevents the 
release of ink under the high tension which 
machine puts on the ribbon. While this 
eliminates the frequent, annoying need 
for clean-ups, there is no sacrifice in the 
ribbon’s ink life or printing qualities. For 
More Information Circle No. 187. 


PAPER CLIP 


Gladen Enterprises, 
Mich., announces 


Inc., Bay City, 
the plastic Zip-Clip, 





paper clip, which can be printed with any 
message desired: Urgent, Rush, Return for 
Filing, etc. Zip-Clips also may be written 
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Big Paperwork 
Savings are 
oftentimes a 


lot of LITTLE 


SAVINGS! 


When you use Bruning Copyflex copying 
machines, savings add up fast. The low 
cost of Copyflex copies—only 1¢ each for 
materials for letter size—can multiply 
material savings to thousands of dollars 
annually over other processes. The wide 
range of Copyflex applications can pile up 
tremendous savings in clerical work, com- 
ing from every department in your com- 
pany. With Copyfiex you reproduce from 
one original form all the documents and 
copies necessary to complete a business 
operation—order-invoice, purchasing- 
receiving, production control, accounting, 
etc. No rewriting or retyping of informa- 
tion, ever. You speed operations by days, 


vastly improve inter-company commu- 
nications. And to add to these savings of 
time, work and money, Bruning gives you 
the final economy of a single source for 
everything you need in copying machines, 
materials and services. 


(BRUNING ) 








Copytlex.. 


r Charles Bruning Company, Inc., Dept. 3-H 
| 1800 Central Road, Mt. Prospect, Illinois 
Offices in principal U.S. cities 
| In Canada: 103 Church St., Toronto 1, Ont. 
| Please send me information on Copyflex for 
business systems and general copying. 


Nome Title 





Cc 





Lad Lf 


Address 
5 City 








For More Information Circle No. 206 
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This is the new Royaltyper;"a 100% 
better way to do automatic mass 
typing jobs than old two-unit systems. 


You claim so much. Be specific. What’s new and better about it? This: it’s 
single-system. It does its punching and its typing all with one simple standard 
keyboard. See the keyboard in the picture down there? That’s it. The Royaltyper 
tape is an exclusive, too. Its card width is designed for ease of handling and 
storage economy. Another standard feature: automatic tape reproduction, to 
permit easy revisions and updating. 
Is this Royaltyper any easier to operate than other punchers? About 100% 
easier. Any typist can do it without special training. 
Tell how. She rolls in a piece of paper, flicks a switch, types the first letter, 
just as she’d type any letter. This automatically punches the tape, and the 
operator sees every word she punches. 
You mean there’s no blind punching? No blind punching as in outmoded 
2-unit systems. Then the machine takes over—at 135 words per minute all 
day long. Number of copies: unlimited. If you ever have personalized first copy 
mass mailings to get out, and you're tired of paying the price of indepen- 
dent punching service or operator training... 
Where can I get literature? I’m going to tell you: 
get in touch with Royal McBee Corporation, 
Port Chester, New York. 
Oh, yes. One more thing. I bet it costs like... 
No. It is firmly in line with other systems. 

















A Product of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters. 
For More Information Circle No. 227 
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upon, erased and reused. Clips may be 
used in filing, interoffice correspondence, 
flagging important papers, etc. Another 
imprint may be a company’s trademark, 
slogan, name and address, or other adver- 
tising. Zip-Clips are made of strong, flexi- 
ble plastic, said to have extra long life 
for indefinite re-use. Non-staining and 


non-rusting, they may be used on im- | 
portant correspondence, documents, textiles | 


and other critical materials. Supplied plain 
in choice of colors or white, or imprinted 
with two or three lines of copy as directed. 
For free samples and prices, Circle No. 
170. 


WHITEPRINTER 


Ozalid Div., General Aniline & Film | 
Corp., 69 Corliss Lane, Johnson City, | 


N. Y., has designed the Printmaster 900 


as a deluxe whiteprinter for engineering | 


and architectural drawings, visual aids 
materials, and a wide variety of forms. 


The 900 accommodates materials of any 
length and up to 42” wide. Printing and 
developing speeds are synchronized up to 


75 ft. per minute. The sleeveless dry 
diazo developing system assures scratch- 
proof protection of sensitized films, and 
eliminates the need for slipsheets. Double- 
coated materia’s get full, fast developing 
in one pass. Vapors are sealed at the de- 
veloper unit’s entrance and exit by Teflon- 
covered drive rollers. Entire developer 
unit slides out from the back of the ma- 
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One of All-Rite’s 
pens for every 


COSMOPOLITAN 


642” long, pocket/desk model: 
Eight ink colors: Blue, red, 
Fo black, turquoise, gold, 
rown, lavender. 


#1460: Utility Pen — 
Medium line — 39¢ ea. 
#F1460: Auditors Pen — 
Extra fine line — 49¢ ea. 


ALL-RITE PEN, INC. 
HACKENSACK, NEW JERSEY 
For More Information Circle No. 244 
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FAST LOW COST 
ADDRESSING 


Envelopes, Circulars, 
Postcards, Etc. 
Faster than 7 Typists 


Model 99 


NO PLATES 
NO STENCILS 

Ai _NO RIBBONS 
\ NO INK 


ONLY 


$99.50 


plus 
federal exc. 
tax 


Automatic Drive” 
moves envelopes into printing 





y- 
Prints from paper address slips 
prepared on your typewriter — or 
written with a ball point pen. 

= Low initial cost —simple to install 
— low operating cost. 

Address card has ample area for 
keeping records. Use it for record 
information as well as address in- 
formation, if you wish. 


FULLY WARRANTED 
For more information and dealer 
name write 


MASTER ADDRESSER COMPANY 


West Lake Street Minneapolis 26, Minn. 


| of time or material. 





For More Information Circle No. 280 





INK CANS ARE OLD FASHION 


MODERN PRINTERS USE 


VAN SON INK GUNS 
OT CLT C0 = 


CARTRIDGES 


For More Information Circle No. 281 
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chine for simplified servicing. An instant 
start, variable speed system offers maxi- 
mum operating reliability with silicon 
rectifiers replacing electron tubes. Feeding 
originals and print paper is easy due to 
good visibility. A double-action foot pedal 
slows or reverses machine so operator can 
retrieve incorrectly fed materials and 
masters from printing section without loss 
Positive, automatic 
safety device insures against injuries and 
machine damage. Controls are easy to see, 
reach and use, holding operator fatigue to 
a minimum. Variable speed control, lamp 
intensity switch that varies light output 
from 4500 to 7500 watts, and high-low 
developer control are centered at eye level 
just above feedboard. Cooling system per- 
mits processing plastic-coated materials 
and foil without sticking in the printing 
section. Filtered air system keeps blowers, 
lamps, cylinders and prints clean, reducing 
machine downtime for cleaning. Minimum 
dimensions of 7244” wide, 70%” high and 
29” deep are increased to 844%” in width 
with feedboard, and to 76%” in depth 
with feedboard and rear stacking tray. The 
Printmaster 900 is wired for 220-volt AC 
60 cycles single phase. For More Informa- 
tion Circle No. 136. 


TYPECLEANER 


Perry-Sherwood Corp., 257 Park Ave. S., 
New York 10, N. Y., offers an easy, fast, 


clean way to remove dirt from typewriter 
type. Called Britetype, this product is said 
to make type as_ sharp and bright as new, 
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CALCULATING MACHINES, INC. 


527 MADISON AVENUE, NEW YORK 22, N. Y. 
Telephone: Eldorado 5-6066 


For More Information Circle No. 375 





SPACE 
UNLIMITED 


For your 
at —Tetel gel 


STAXONSTEEL employs an 
engineering principle to combine 
the strength of steel with the 
economy of corrugated board. 

The steel supporting frame gives the 
drawer equal support front, back and 
sides. For long term economy there is 
no better record storage drawer 
than STAXONSTEEL. Five standard 
stock sizes available. 


Send for FREE “‘Manual of Record Storage 
Practice"’ telling you how long to retain or 
destroy business records PLUS our com- 

lete catalog of Special Record Storage 
Filing Equipment. 


, Record Storage Specialists Since 1918 
- 2 2607 N. 25th Avenue, Franklin Park, Il. 
Fone 

DU Dept. OF -3 | 


ae BANKERS BOX COMPANY 


Please send, without obligation, my FREE | 
manual of Record Storage Practice PLUS ] 
new, complete product catalog. 


~< 
° 
€ 
s§ 
Zz 
Qo 
3 
J 





(Please Print Plainly) 


Company 





(Please Print Plainly 


Address. 





Postoffice. 





gst 


For More Information Circle No, 260 
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with no filled in e’s and o’s, in seconds. 
Each Britetype stick has a wick at one 
end. Squeezing the stick saturates the wick 
with a special dirt-dissolving formula that 
wipes away dirt in seconds. Britetype is 
clean and time-savirg, and is said to save 
maintenance and repair bills since the 
special formula is applied only to the 
typeface itself. Box of ten sticks sells for 
98c. For a free testing sample, Circle No. 
145. 


MAIL BAG WITH LOCK 


Can-Pro Corp., 30 E. McWilliams St., 
Fond du Lac, Wis., states that Can-Pro 
Security mail bags are now equipped with 
a smoothly operating, built-in lock for 


extra protection. It is key-operated, tum- 
bler style, made by Yale-Towne. The lock 
is securely riveted to a heavy leather patch 
so it can’t be lost. Twin carrying handles 
are rugged plastic. The 14” x 18” heavy 
canvas bag with genuine leather trim and 
one-piece, molded rubber bottom, has been 
added to Can-Pro’s complete line of mail 
bags in canvas and leather or ali-leather, 
in stand-up or folding styles. For folder 
of all mailroom items, Circle No. 130. 


TYPEWRITER RIBBON 


Manifold Supplies Co., 188 Third Ave., 
Brooklyn 17, N. Y., has added Pana-mile 


| typewriter ribbons to its Panama-Beaver 
| line of ribbons and carbon papers. 


Pana- 
mile is said to offer more than a mile of 
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with ROL - DEX you get EFFICIENCY! 


because: 
@ records ROLL to the seated clerk 


all records are immediately accessible 






better control; easier supervision 


* 

& 

@ random reference is no problem 

@ no waiting for hidden, motor-driven trays 
* 


fewer personnel can handle large volumes 
of records 


find out about all the other advantages of 
: , : 
ver itisieiiieiecaman Rol-Dex equipment. It’s built to fit your system, 
Circle No. 199 your form size, your volume, your space, your 
expansion plans. 


4 RE ED ES NE LEED SEE EN, OER ME SU cat 
WATSON MANUFACTURING COMPANY, INC. = 
Rol-Dex Division, Dept.0-5, Jamestown, New York 


ROL: OL-OEX; 


Please send literature on Rol-Dex record handling equipment. 
IS eae a ¥ ahanidis ; i chia bige ik pelaetacedeabia vers 


APE OOO Nee eeeereereseressesesunseenssneseseeaaeeseeeesseeeen aeeenenessesseeees QUERIED seceseserscescecesseceaueesece 





Shown on 
Model E-15R 
Harter Chair 





DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 

Easy-to-apply Coverteers in a variety 
of quality fabrics recommended by 
leading manufacturers—will fit more 
than 100 models of secretarial and 
executive office chairs. 


Write for literature today. 











Covercraft 
Company, Inc. 
GOSHEN, INDIANA 


For More Information Circle No. 251 


sORT-()-FILE 


Reg. U.S. Pat. Off. 
SAVES 20% TO 60% TIME. 
30 Models. Systems Sorting Service 


THOUSANDS IN SE For fast hand-sorting of cards, 


checks, letters, invoices, orders, 
@) business forms or public docu- 
= ments. For collating on the 
new Col-A-Tron. Write for 
illustrated circulars. 








Since 1946 Representatives everywhere. 


Associated Industrial Designers 


P.O. Box 39652, Los Angeles 39, California 
Plant: 1250 East Sixth Street 
Warehouse: New York, Chicago 


For More Information Circle No. 252 
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Ave., 





cleaner, sharper, more colorful typing. 
The ribbon is 36 yds. long and costs less 
per yard. It produces sharp carbon copies 
and Unimasters. A specially treated leader 
allows easier ribbon changing. For More 
Information Circle No, 182. 


WATER PURIFIER 


Western Ogden Purifier Corp., 7906 


Santa Monica Blvd., Hollywood 46, Calif., 
offers the Ogden Water Purifier which 
uses a replaceable filter pack, chemically 
treated with bacterial additives, 


for con- 


stant purification. Each pack is capable 
of purifying from 100 to 500 or more 
gallons, depending on condition of the 
water. Filter requires changing when rate 
of flow lessens, due to the turbidity and 
amount of organic matter removed, and 
can be quickly and easily replaced by any- 
one without the use of tools. For More 
Information Circle No. 171. 


WHITEPRINTER 


5650 N. Western 
Ill., announces the 


Copymation, Inc., 
Chicago 45, 


Copymaster, a compact table or wall 
mounted 44” whiteprinter with variable 
printing speed range up to 10 ft. per min- 
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New Heyer Conqueror Paper Folder... 


lets you do two things at once ! 


Don’t confuse this with any folding machine you’ve 
ever seen, because this one is different. . . it runs itself! 
At the touch of a lever, the new Heyer Conqueror 
Paper Folder automatically feeds, folds, counts and stacks 
110 sheets a minute and stops when the last sheet is fed. 
You can leave this fine production machine unattended 
while it automatically folds printed pieces as they 
come from your duplicator or offset press! __ 

Now you can fold letters, invoices, statements, even 
multiples of 6 or 8 sheets stapled together, quickly, 
effortlessly. A hand-operated model is available 

for shorter, occasional runs. 

No question about it... this machine will 

quickly pay for itself! 


STYLED BY REINECKE @ ASSOCIATES 


Makes ail 


HEVER 


INCORPORATED 


1821-C South Kostner Avenue 
Chicago, Iinois 


Send for 
Information 
About one week 
FREE trial 





standard folds... 


invoices, state- 
ments, advertising 
literature, even 
stapled sheets. 


Turn a dial... 


for non-skip feeding 
of thin, medium, 
coarse, glossy of 
heavy papers, 3 x 5” 
to 9 x 17” in size. 


Adjustable 
feed wheels... 


grasp paper at outer 
edges—do not 
smudge printed 

area 








fold controls . . . 


at top of machine, 
adjacent to perma- 
nent instructions 

and fold diagrams. 





as it folds... 


highly visible re-set 
counter shows accu- 
tately how many sheets 
have been folded. 





a perfect stack... 


conveyor belt deposits 
folded sheets in neat stack 
in. adjustable receiver. 
Turns off 

when last sheet is fed. 





See us at Booth 3-R, Office Equipment Manufacturers Exhibit, April 17-21, 


For More Information Circle No. 201 
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New York Coliseum 








NATIONAL ACCOUNT.- 
ING MACHINES are fast, 
flexible and accurate, 


THIS NATIONAL 
SYSTEM paid for 
itself in one year. 


EDWARD P. 
HUNERBERG, 
SECRETARY 
& OFFICE 
MANAGER of 
Supreme Steel 
Equipment Co. 


“Our C@alional Accounting System 
saves us 14,000 a year... 


returns 108% annually on investment!”’ 


—Supreme Steel Equipment Corp.., Brooklyn, N. Y. 


‘*Before installing our National Accounting System, all billing and account- 
ing was done by hand. The savings in time and money resulting from the 
use of our National System are astounding. 

**Legible and easily understood figures are aways available. Sales rep- 
resentatives get important selling statistics when they are most needed. 
Time alone saved over our previous method amounts to $700 a month. Our 
flexible National System provides us with pre-invoicing, customer history 
card, sales analysis by customer and product, cash receipts and commission 


statements. 
Chall Fe nn boy_ 


Secretary and Office Manager 


“These are only a few of the features 
and savings National System, 
which returns 108% annually on our in- 
vestment, a saving of $14,000 a year!"’ 


of our 


THE NATIONAL CASH REGISTER COMPANY, Doyton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


Your business, too, can benefit from 
the many time- and money-saving 
features of a National System. 
Nationals pay for themselves quickly 
through savings, then continue to 
return you a regular yearly profit. 
National's world-wide service organ- 
ization will protect this profit. Ask us 
about the National Maintenance Plan. 
(See the yellow pages of your em 


phone book.) 
*TRAOE MARK REG U.S. PAT. OFF 


MWaional* 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
ELECTRONIC DATA PROCESSING 
woe paper (No Carson Reauinen) 


For More Information Circle No. 210 
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ute controlled by a single knob with full 
reverse. The machine ’ produces sharp 
prints quickly from any translucent mate- 
tial, makes intermediates and sepias. Price 
is under $300. The unit is housed in 18- 
gauge steel finished in baked-on office 
colors. Dimensions are 6%” x 9144” x 
58%” and overall weight is 80 lbs. Three 
easily replaceable black light fluorescent 
lamps provide light source. Unit plugs 
into a standard electric outlet. Developing 
chamber, of aluminum, is 4” x 4” x 55%", 
weighs 4 Ibs. For More Information Circle 
No. 155. 


CONVERSION WIRING PANEL 


Edward Ochman Systems, Box 141, 
Fairfield, Conn., announces the Converta- 
Panel which allows data processing in- 
stallations to convert from existing jack- 
type panels to self-contacting panels. With 
the Converta-Panel, existing installations 


can use their own frames and simply in- 
sert the Converta-Panel Phenolics. Since 
all but two types of panels are self-con- 
tacting, converting all existing panels to 
self-contacting types eliminates the neces- 
sity, expense and inconvenience of stock- 
ing four kinds of wires. ‘Requirements 
are reduced in half by requiring only two 
kinds of wires to be stocked. Also, panels 
are lighter, easier and faster to wire. 
Eliminated is the need and expense of re- 
placing broken prongs in jack type Panels. 
It is less painful to insert and remove 
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instantly-available 
OFFSET NEGATIVES, 
PLATES, 

STENCILS 


STOP WASTING time and money! Every 
time you lose or damage an original, you’re 
throwing away a $10.00 average investment. 
With low cost, sturdy MIM-E-O STENCIL 
FILES, you can immediately put your finger 
on a perfect stencil, neg or plate hanging 
free from pressure . protected 

easily filed, easily found. 

There’s a MIM-E-O model for all types 
and sizes, to protect from 150 to 1400 
**investments’’. 

And new SADDLE ENVELOPES hang neg- 
— plate plus all work sheets in a single, 


compact filing unit . - in any 
MIM--0 model. 


SAVE SPACE 
AND TIME with 
EASY-FILE CLIPS and 
EASY-FIND INDEXES 


— oe oe oe oe 


I MIM-E-O STENCIL FILES CO. 


1051 N. Paulina Street © Chicago 22, Ill. 


"tae... “coast to coast, to help 
you solve your stencil or offset filing problem. 








For More Information Circle No. 279 
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“,.and I’m practically a lady of 
leisure, now that marvelous 
StenOtape does most of my 
work. Simply uncanny, the 
way it hears the boss’s words, 
even when he’s pacing around 
like a lion. Transcribes like a 
whiz, too. So I do twice the 
work in half the time and 
get araise Me™ besides !!! 


StenOtape { -\ —_ is terrific, 
you ought § | 
boss to try } 


DICTATING - TRANSCRIBING - CONFERENCE MACHINE 
FREE TRIAL AT YOUR DESK 
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The only dictating machine that gives | 
you hi-fi fidelity with 4-way versatility 


1.DICTATE 2.TRANSCRIBE 
3.RECORD 4.PLAYBACK 


CONFERENCES 


Check these special StenOtape features 
¢ Exclusive automatic ‘“‘Self-Load” reel | 
¢ 2-hours; endlessly re-usable magnetic tape | 
¢ Absolutely jamproof «+ Simplest dictating 
and transcribing ever—one machine does both 
¢ Trouble-free operation — Exclusive 1 year 
guarantee « Travels in its own handsome 
attache case with room to spare for personal 
papers * Dozens more uses than only 
any other machine + Authorized $] 7995 
FED. TAX INC, 





dealers and service coast-to- 
coast. FULL YEAR GUARANTEE 


FR E For complete information about all dictating equip- 
ment, read ““The Facts About Dictating Machines.”’ 
Includes an independent survey among secretaries dis- | 


BOOK closing what they look for. 

OD GENT NO GR BR ONE RRL CORSO CNTR MIME Doe Im 
American Geloso Electronics, Inc. 
251 Park Ave. So., N. Y. 10, N. Y. Dept. No. 135 


0 I would like a free demonstration at my desk (no obli- 
gation). Please call for an appointment. 


0 Please RUSH, without obligation, free 16-page book, 
“The Facts About Dictating Machines.’’ 


H Name 





I Address. 








MAIL THIS COUPON NOW 


For More Information Circle No. 282 
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wires; and 30% lower in cost. Converta- 
Panels are available for 077, 089, 513, 
514, 523, 552, 402 and 403 machines. 
For More Information Circle No. 466. 


WET MOP 


Pettett Mfg. Co., P.O. Drawer 431, 
Miami, Okla., makes the Metalcase mop 
with a metal clamp that permanently holds 
the Oklahoma six-ply yarn and screws onto 


the mop handle. Mops can be changed in 
eight seconds without handling the mop. 
The yarn is clamped to form cushioned 
shoulders which act as buffers to eliminate 


| scratching furniture and baseboards. The 


design provides 142” greater spread than 
an ordinary mop head, to cover greater 
areas in less time. For More Information 
Circle No. 465. 


TELEPHONE INDEX 


Bates Mfg. Co., Orange, N. J., has 
added the designer-styled Imperial Mark I 





from 

any angle 
your 
best buy 


COLE 


PORTABLE 


Professional writers choose 

Cole above all other 

portables, because only 

Cole has all the important 
features they demand in a J 
typewriter . . . Mist Green, 
Desert Sand or Cole Gray, 
Complete with catching ff 
carrying case... . 

only $94.59 plus tax. 


COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. ¢ 415 Madison Avenue « New York 17, N. & 
For More Information Circle No. 248 ; 





to their broad line of telephone indexes | 


and list finders. The Imperial Mark I fea- 
tures index cards in easily read green 
(with space for direct distance code), color- 
matching memo pad and_ gold-finished 
mechanical pencil. The Imperial Mark I’s 
cover blends natural wood and con- 
trasting metal finishes. The four models 
available are: natural walnut with brushed 
brass finish, natural walnut with brushed 
aluminum finish, Claro mahogany with 


polished brass finish and a gray driftwood | 


with brushed aluminum finish. 


Packed | 


in a gray jeweler’s flannel bag and then 


in an attractive gray and red, two-piece 
gift box, the Imperial Mark I is 8%” long, 
6” wide, 142” high; weighs 2% Ibs. Retail 
price is $9.95. For More Information 
Circle No. 134. 


CARBON PAPER PACKAGING 


Paterson Parchment Paper Co., Bristol, 
Pa., announces that Encore typewriter car- 
bon paper and Nu-Kote pencil carbon 
paper, both products of Burroughs Corp., 
are packaged for protection during ship- 


ment and while in storage by folders made 
of Patapar Vegetable Parchment, selected 
because of its stain and smudge resisting 
characteristics. As a result of its neutral 
pH factor and chemical inertness, Patapar 


does not disturb the sensitive qualities of | 


the carbon papers. Patapar is easy to 
handle in packaging operations since it 
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NO 
OTHER 
PAPER CUTTER 
BUILT 
Oo WELL 
TO. SELL 
so LOW 


Trekconitypln 


the precision Paper Cutter 


SIZES 14” & 18” 
(201/2” MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 


MICHAEL LITH sales corp. 
‘145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 269 


Complete line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular, Prices 


30 E. McWilliams St. 
Fond du Lac, Wis. 


Another Subsidiary of 
4. M. Nesh Co., Inc 


For More Information Circle No. 270 
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REFILLABLE... 


yet as inexpensive as 


a disposable pen 


3015—Koh-I-Ball ‘“‘Double- 
Ender”, one end writes red, 
the other writes blue. 49¢. 


3019TC—Koh-I-Ball Steno- 
Auditor. With TUNGSTEN CAR- 
BIDE ball for smooth non-skip 


does not have the slippery effect of some 
packaging materials. Patapar Vegetable 
Parchment is non-toxic, odorless and taste- 
less. Long used for food packaging be- 
cause of its resistance to penetration by 


| oil and grease, it has a smooth, fiber-free 
| surface and will not adhere to sticky or 
| tacky products. 
| Circle No. 162, 


For More Information 


CARBON RIBBON & PAPER 
Aetna Products Co., Box 438, Hicks- 


| ville, N. Y., announces Del-e-tape eradi- 
| cable carbon paper ribbon and Del-e-tape 
| carbon paper with blur-proof, smudge- 


arg even over grease 
9¢. 


spots. free properties. 


When Del-e-tape eradi- 














Steno -.-Auditor 3019TC 


3009TC—Koh-I-Ball Glideo- 
matic. Long Visi-Point with 
TUNGSTEN CARBIDE ball. Col- 
or of barrel indicates color of 
ink: blue-black, red, green, 
black, and reproducing. 39¢. 


3018 —Koh-I-Ball. Long Visi- 
Point. Color of barrel indi- 
cates color of ink: blue-black, 
red, green, black. Also pocket 
model (3018D). 29¢. 


m= 
onl 
= 
o 
z 
° 
4 


MAOE IN 
vGaA 


| cable typewriter ribbon is used with Del-e- 


3025F—Koh-I-Ball Reproduc- 
ing. For marking and writing 
intended for reproduction. 
Available also in fine point 
(3024F) and pocket model 
with clip and protector. 29¢. 


3012D — Koh-I-Ball Retract- 
able. Non-skip writing. Plastic 
barrel with pocket clip. 29¢. 


Write For Quantity Prices 


INCORPORATED 





| copy papers. 


| tape Deleter, letters and other materials 


may be corrected instantly. Available in 
5/16” width by 4” diameter, it fits most 


| carbon ribbon machines, costs $12 a doz. 
| For More Information Circle No. 172. 


PHOTOCOPY PAPER 


Copy-Craft, Inc., 105 Chambers St., New 
York 7, N. Y., announces addition of 
Agfa Multicopy paper to its line of photo- 
This paper allows making 
five photo-exact copies for as low as 4c 
each. Finest quality reproductions can be 
made from any type of original, one- or 
two-sided, regardless of color or print, 
including pen, pencil or crayon notations, 


Bloomsbury 10, New Jersey | spirit duplications, carbons, blueprints and 





For More Information Circle No. 242 
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ESPECIALLY RECOMMENDED FOR YOUR 


PERSONAL FILE — 


Smead HANGING FOLDERS 


For instant accessibility you just can’t beat a desk drawer of hanging 
folders. Papers and records are at your finger tips at all times—you 
don’t even have to get out of your chair to find them. 

We suggest you investigate Smead Flex-I-Vision Hanging Folders. The 
tab is all metal (for long life)—it has a full inch of index exposure (more 
than any other tab)—its snap-on principle is the quickest and easiest of 


any tab. 





Easy Access |}/ | |/ Then, too, these tabs are unique 
re Contents \i/ | because you can use them alone 
Wy | (without the folder) to index 
catalogs, swatches, or almost 
anything else you want to file in your desk drawer. 
Ask your Smead office supply dealer to show you a set of Flex-I-Vision 
Folders and Tabs—or fill in the coupon ——® and we'll send you 
literature which will show and tell you all about “the tab that tops 
them all.” 


MANUFACTURING Co. 
HASTINGS, MINNESOTA 


CHICAGO LOGAN, OHIO LOS ANGELES 
For More Information Circle No. 328 
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SMEAD MANUFACTURING CO. 
HASTINGS, MINNESOTA 


Please send us literature on Flex-i-Vision, 
Tabs and Folders. 


FIRM 





Address 





City. 





Zone State 





Attention of 











the only “pencil-thin” 
Electric Eraser! 


PRESTO 














ELIMINATE SLIP SHEETS—no smudged copies— 
just erase the original and then each copy in turn. 


SELF POINTING ERASER—',” diameter tip erases 
a single letter without the need of erasing shield. 


SLIM AS A PENCIL—easy to hold for fast, effort- 
less operation. Errors corrected, neat and simple! 


PAYS FOR ITSELF—in time saved and elimination 
of stationery, form, document and paper waste. 


LONG LASTING—3'” long. Erasers are available 
in three grades, coarse, medium and fine. 


VERSATILE—ideal for office, drafting and engineer - 


ing. Offset plates and masters for most duplicating 
equipment, quickly corrected. 


For detailed information—write to 
METAL SPECIALTIES, INC. 


1971 N. Cornell, Melrose Park, Ill. 
For More Information Circle No. 268 
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| with a counter. 





| quality of ribbons and carbons. 
| Information Circle No. 190. 


| copies, picking up minutest detail. Copies 


are permanent; acceptable as legal evi- 
dence. Uniform quality from one size to 


| another and from shipment to shipment 
| eliminates guesswork and paper waste for 
| savings to the user. Available in all sizes. 


For More Information Circle No. 131. 


RIBBON TESTING MACHINE 


F. Simonye, Mt. Airy and Harbourton 
Road, Lambertville, N. J., announces an 
improved electric ribbon testing machine 
Machine’s speed can be 
controlled from 25 to 100 impressions 


per minute. It also has an adjustment for 
varying impressions from light to heavy, 
and operations can be stopped within a 
fraction of a second. It can be mounted 
on any table or desk, or on a bench for 
use directly in the manufacturing process. 
By removing feed roller guard, the same 
machine can be used to test carbon paper. 
Designed to test, compare and prove the 
For More 


Cooks, Inc., Blackwood, N. J., offers a 
complete line of Ful-Vu Twin Wire and 
Mult-O-Ring Binders in Vinylhide, a 
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EAGY FAST INEXPENGIVE 
PLATEMAKING 


Rapid Printer LIGHT TABLES 
PLATEMAKERS BUILT RIGHT 


Ideal for small offset plates and duplicating PRICED RIGH 7 


masters. Vacuum frame is on top, powerful Feature: highly polished, 
carbon arc lamp in the base. Makes perfect chromed, machined steel 
plates every time as only a carbon arc lamp straight edges on all sides, 
can, and clean, simple operation makes it adjustable; ceramic glass 


i me top; softly diffused fluores- 
the perfect machine for office and in-plant cent light; silver hammer- 


reproduction departments. loid baked enamel finish; 
2 sizes: 17” x 23"; 21” x 25” with manual | ony: mr etd set-up— 
or fully automatic arc control. no crating charges. 


; 5 sizes from 18" x 20” to 
Send for Bulletin A2300. 42° «62°. Send for Bulletin 


A2170. 


© 


General Office and Factory: 4110 W. Grand Ave. * Chicago 51, Ill. 
Sales and Service: New York © Los Angeles 


For More Information Circle No. 204 
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One machine to label 
postcards and magazines? 


Yes ...and at cost-cutting high speeds up to 16,000 per hour! 
The Cheshire Model E adjusts easily to handle small postcards 
and envelopes . . . middle-sized pamphlets and brochures... 
or even larger magazines, catalogs and quarterfold tabloids. 
Applies all types of labels, too (wide-strip, narrow-strip, con- 
tinuous pack form, cut or individual labels) .. . whether they’re 
pre-addressed from your punched cards, plates, stencils or 
other addressing systems. Compact... and easy to operate. 

The Cheshire Model E. 


Write for 
Cc a | E — | I R E descriptive brochure. 


iE betel dite] 7-ua ae) 


Dept, 0-3, 1644 N. Honore Street, Chicago 22, Illinois 


For More Information Circle No. 205 
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tough but attractive cover. Its soft, 
smooth finish is especially suitable for gold 
stamping or printing. Twin Wire and Mult- 
O-Ring Binders in Vinylhide are said to 
offer extreme durability and resistance to 
scuffing, marking, soiling and to be unaf- 


fected by moisture. Durable nylon stitch- | 
ing assures longer wear and better appear- | 
literature, | 
photographs, etc. | 


ance for displaying sales 
product information, 
Binders are available in a variety of sizes. 
For More Information Circle No. 467. 


TYPEWRITER RIBBON 


Carter’s Ink Co., Cambridge 42, Mass., 
announces Super Length Nylon typewriter 


ribbon that gives longer mileage and needs 
fewer changes. The extra-fine ribbon is 
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PEC A Vile 


POSTING EQUIPMENT 
FOR MODERN 
OFFICE PROCEDURES 


PORTA-MATIC POSTING 
TRAYS AND STANDS 


DUO-MATIC POSTING TRAYS © 
AND STANDS 


THUT-O-MATIC TRAYS 
(For register forms) 


©) V-MATIC TRAYS 
(Small capacity containers) 


HANDI-MATIC TRAYS 
(For writing board and i 

machine accounting—records | SPMOLRANS 

requiring small capacity @ (Designed for 

containers) where space is at o premium) 





m PRESTO TRAY 
Posting tray for ledger sheets 
of varying widths 
WRITE—For Information On 
The Complete P.E.C. Line 


MEAD-LEE Associates 
SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT 


TILT-O-RACK 
Desk organizer 


1721 Elmwood Ave., Buffalo 7, N. Y. 
For More Information Circle No. 243 
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finding and filing 
takes just 
Seconds 


*e 


with BARKLEY TAB GUIDES 
Modern offices use Barkley Tab File 
Guides because they make the job s» 
easy. How? Well, each tab is both 
angled and magnified—takes only a 
glance to find the file you want. And 
Barkley Tabs are durable—stand up 
under constant use for years. The next 
time you make up your supply list... 
be sure to add Barkley Tab File Guides 
... at the top. 


At all leading stationers. 


C.L. BARKLEY & CO. 


1220 W. VAN BUREN ST. e« CHICAGO 7, ILL. 
For More Information Circle No. 247 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 


For Filing Rooms, 
Stock Rooms, Vaults 


trong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in {3 heights — 4 

i Send for Circular 

56-0 and prices. 


1. D, COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, til. 


For More Information Circle No. 246 
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Brake 





6 ft. longer than former standard length 
ribbons. This helps the ribbon wear un- 
usually well, providing greater recuperation 
time between type-blows. Besides demand- 
ing fewer changes, Super Length Nylon 
comes with Carter’s Silver Tip to make 
each change cleaner and faster. The rib- 
bon also gives extra-sharp or “printed 
look” typing impressions, the result of a 
precision blend of ink and weave. Avail- 
able in black and black-and-red inkings 
for all standard machines. For More In- 
formation Circle No. 167. 


PORTABLE RECORDS SAFE 


Schwab Safe Co., Lafayette, Ind., an- 
nounces’ the Model 2224 Visible Record 
Safe which holds two visible slide record 
cabinets for 5” x 8” cards and safely pro- 
tects records from fire and theft. The 
records safe’s portability provides access 


and protection at point of use. The lower 
two-thirds of safe door pulls down to 
provide a work area, while the upper one- 


third of the door is raised. A _ handle 
actuates three-line locking bolts for fire 
and burglar protection when door is closed. 
Inside dimensions are 224%” wide, 24%” 
high, 28%” deep; outside dimensions, 
26%” wide, 2834” high, 32%” deep. 
Single cabinet safe with mechanism and 
protection also is available. For More 
Information Circle No. 175. 
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Accounting News from Royal McBee 





From Royal McBee, leaders in the field of data processing, comes 
an accounting tool especially designed for the small and medium-sized 
business—as well as for decentralized offices of larger corporations. 


This is THE ROYAL McBEE GENERAL RECORDS POSTER. 


Most versatile, because it brings the benefits of mechanization to all 





your accounting — payables, receivables, payroll, general ledger — 

without specialized personnel. Most efficient, because it eliminates 
repetitive writing, slashes paper-handling costs by as much as 60%, 
Most flexible, because it’s completely adaptable to current methods, 


varying work loads. Most economical, because its low cost is 





well within your company’s means. Forms are immediately available 
from stock—or can be custom-made to your requirements. Your nearby 
Royal McBee Data Processing Systems Representative has had a wealth 
of experience in solving accounting problems. Call him, or write 


Royal McBee Corporation, Data Processing Division, Port Chester, N. Y. 


for your complimentary copy of.our illustrated brochure Number S-533. 














For More Information Circle No. 337 
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“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Teible, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
attachment also. 


LASSCO 
CORNER 


ROUNDER 
Model 20 


$2500 


—including one cutting unit, 
Four shear-action “plug-in” units 
available: 4%", 4", %”, Vr". 
Cuts %” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 


485 Hague St. « Rochester 6, N. Y. 
For More Information Circle No. 300 


236 





FILE DRAWER DIVIDERS 


Cel-U-Dex Corp., New Windsor, New- 
burgh, N. Y., announces improvements in 
its Div-I-Dex file drawer dividers. Heavier 
metal is being used, design has been re- 
engineered, and construction is sturdier 
with a chrome-plated finish now being 
standard. Div-I-Dex dividers are said to 
make a four-drawer filing cabinet do the 


work of five drawers, and make filing and 
finding speedier by keeping file drawers 
neat. with the contents readily accessible. 
A set of six Div-I-Dex units for letter or 
legal size drawers with rod retails for $6; 
set for rodless-type drawers with anchor 


| strip, $7; set for jumbo size drawers, $10. 
| For More Information Circle No. 174. 





RIBBONS 


for the 
1403 Chain Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38 N. Y. 














For More Information Circle No. 301 
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SAW IT! 
Yo SAT ON IT! 
e KNOW! 
“BEVCO VENTILATED CHAIRS 


The only Furniture offering 


YENTHATION = 
A BEVCO RECEPTION AREA cunaxes 
says— WELCOME! — 

‘Makes Waiting a PLEASURE” Lower Cost 


DON'T SUFFER FROM O.H.S.* 
Guarentecd § Yeors -VEN-ELEA-EFON= No *Office Hot Seat 
sig Buy BEVCO! 


Stain Swivel Chairs 
Fade Posture Chairs 
Ti J Q 0 0 7 Reception Settings 
nee painting Coat and Hat Racks 
it’s Oe 


It’s the BEST... Safety Engineered 
Built for Public Seating 










SEE YOUR DEALER OR WRITE DIRECT 


For More Information Circle No. 208 


BE VCO PRECISION MANUFACTURING COMPANY 
RU sail 831 Chicago Avenue, Evanston, Illinois 











Manpower, Inc. gives 
YOUR OFFICE 
“Working Power” 

to handle peak periods, 
extra workloads, 

and special jobs. 


Whenever you’re short handed — 
call your local Manpower office for 
trained, efficient temporary office 
workers. 


TEMPORARY OFFICE HELP IN OVER 200 CITIES 


Use our employees as long as you need them at low hourly rates. 
We pay all salaries, taxes and insurance—keep all payroll records. 


manpower, inc. 


Over 200 offices in the U.S., Canada, Mexico, and Europe. 
WORLD HEADQUARTERS: 820 N. PLANKINTON AVE., MILWAUKEE, WISCONSIN 


For More Information Circle No. 379 
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TAX-RETURN COPY GUIDE 


Minnesota Mining & Mfg. Co., 900 Bush 
Ave., St. Paul 6, Minn., offers a “Guide 
for Reproducing Federal Tax Returns” in 
any Thermo-Fax copying machine. The 
booklet includes a reference table which 
indicates correct size, type and color of 
Thermo-Fax copy paper to be used for 
making copies of individual tax forms. 
Included is a list of important rules and 
hints to follow when preparing dry copy 
tax returns for filing. States which authorize 
reproductions of tax returns also are 
named. For this guide, Circle No. 165. 


COMPUTER PROGRAMING 


Bendix Computer Div., 5630 Arbor 
Vitae St., Los Angeles 45, Calif., offers an 
eight-page brochure describing several of 
the most important automatic programing 
systems for the Bendix G-15 digital com- 
puter. The booklet describes the general 
characteristics of automatic programing 
systems for both commercial and scientific 
computer applications, and includes par- 
tially coded illustrations of typical prob- 
lems. For “Bendix G-15 Automatic Pro- 
gramming Systems,” Bulletin AR-1060, 
Circle No. 115. 


PHOTOCOPY EQUIPMENT 


Triangle Business Machines, Inc., 1808 
S. Main St., Los Angeles 15, Calif., offers 
a brochure describing the recently intro- 
duced Triangle photocopy equipment line. 
Illustrated are two new lines of photocopy 
equipment, the Triangle series for general 
office use, and the Universal series with 
contact printer for heavier industrial use. 
Both models reproduce all colors in black 
on white. Also illustrated is an accessory 
for use with copying machines limited in 
ability to reproduce color. This device, 
used in conjunction with such machines, 
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will reproduce all colors in black on white 
and, in addition, develop metal offset 
plates. For brochure, Circle No. 117. 


PARTITIONS 


National Gypsum Co., Buffalo 2, N. Y., 
offers a colorful technical bulletin, “Space 
Control With Gold Bond Partition Panels”, 
which provides architectural and engineer- 


ing data on several types of panels and 
systems. The publication includes photos, 
drawings, data and specifications on As- 
estone Panels (asbestos-cement faced, in- 
sulated sandwich panels), Durasan Panels 
(gypsum-core panels with textured vinyl 
surfacing for hollow partition systems) 
and Durasan Twin Panels (gypsum-core 
panels vinyl-faced on both sides for solid 
paneling). Full-color photos illustrate pos- 
sible uses, and details are given on several 
recommended framing systems. For A.I.A. 
File No. 35-H-6, Circle No. 119. 


PAPER CUTTER 


Challenge Machinery Co., Grand Haven, 
Mich., offers an informative, four-page 
descriptive folder in two colors which 
describes the operating features and speci- 








© FAST 
© EFFICIENT 


¢ ECONOMICAL 
© SAFE 


FOR 


NEGATIVES © OFFSET PLATES 
STENCILS ¢ SKETCHES © ARTWORK 
MASTERS © X-RAYS 


ATLAS 
VERTICAL FILING SYSTEMS 


The Atias DeLuxe Model 
NOW 
Available in Four Widths 


A DeLuxe—Files 600 
items to 102" wide x 22” 


B DeLuxe—Files 600 
items to 13” wide x 22” 


E DeLuxe—Files 600 
items to 17” wide x 22” 


C DeLuxe—Files 600 
items to 21” wide x 22” 
(C DeLuxe Illustrated) 


All DeLuxe Models are 
equipped with casters. 


= Atlas manufactures & 
complete line of 11%”, 
14”, 18” and 22” hangers 
for the Deluxe Models 
and for larger and small- 
er cabinets which are also 
available Hangers are 
manufactured in styles 
and sizes for all types of 
plates, negatives, stencils, 
artwork, swatches, etc. 
Illustrated is one of the 
four sizes of the Atlas 
Nega-Plate hanger. 


Write for complete 
literature 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 








For More Information Circle No. 298 
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| fications of Challenge Champion 30%” 

| paper cutter, which is said to offer faste:, 

| easier cutting for printing plants and in- 
plant duplicator operations. For this pub- 
lication No. 650, Circle No. 118. 


MOVING GUIDE 


Global Van Lines, Box 3313, Terminal 
Annex, Los Angeles 54, Calif., offers a free 
booklet which demonstrates advanced 


| methods developed to economically move 


| executives, exhibits or valuable equip- 
ment worldwide, via a “modern moving 
service for fussy people.” Entitled “A New 
Technology in Moving,” it is offered to 
readers without cost. For a copy, Circle 
No. 157. 


LETTERPRESS PAPERS 


New York & Pennsylvania Co., 425 
Park Ave., New York 22, N. Y., offers a 


| swatch book with samples of two new 











NEW ON THE MARKET 


Elite 
ADDING 
MACHINE 


e Full Keyboard 

e Direct Subtraction 

e Repeat Key 
Fully Guaranteed 


AMERICAN OFFICE EQUIPMENT COMPANY 
24 East 2ist Street, New York 10, New York 
Dealer Inquiries Invited *Plus F.E.T 














For More Information Circle No. 299 
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BATES C-H30 Electric Stapler 

This fabulous machine staples at a 
touch of the paper! Jam-free and easy 
to reload, the Model C Head makes its 
own staples from a continuous roll of 
rust-proof brass wire—5,000 at one 
loading. Interchangeable H-30 Head 
for heavy duty jobs (up to 100 sheets 
at a time). Rugged construction as- 
sures long, trouble-free service. 


BATES ‘‘56” Electric Stapler 

Completely automatic, staples at a 

touch of the paper. Uses a BATES ‘‘56” 
standard stapler, easily removable and 
replaceable, loading 210 standard 

staples. Adjustable depth gauge makes 

it easy to place staple the desired dis- 

tance from edge of paper. Other fea- 

tures include compact design, push- 

button loading and ‘‘Safety-matic’’ 
construction. Cn 


rn 


BATES ELECTRIC STA 


For complete information, write 


Standard for Excellence the BATES manufacturing co. 


Orange, New Jersey 
New York Office: 63 Vesey Street, New York 7, N. Y. 


NUMBERING MACHINES ¢ STAPLERS © LIST FINDERS * PUNCHES * STAMP PADS « EYELETERS 





For More Information Circle No. 431 
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letterpress papers: English Finish for 
books, and Eggshell for both books and 
direct mail pieces. The swatch book con- 
tains five samples of the Penn/Print papers 
in 40, 45, 60 and 70 basic weights. The 
English Finish samples show close forma- 
tion and uniform finish on both felt and 
wire sides for faithful reproduction of 
text type and difficult halftones. Eggshell 
samples show soft quality texture with 
good opacity and bulking characteristics. 
Printed on English Finish, the swatch 
book’s introductory page illustrates the 
reproduction quality of this new paper 
with two colors and a halftone. For swatch 
book, Circle No. 110. 


DATA PROCESSING RIBBONS 


Phillips Ribbon & Carbon Div., Labelon 
Corp., 10 Chapin St., Canandaigua, N. Y., 
offers a brochure, “The Phillips Program 
for Data Processing Ribbons” with gen- 
eral information about the Phillips line 
and a complete price list on data process- 
ing ribbons for all equipment regardless 
of manufacture. The brochure concerns 





Write for samples, prices 
and a 16-page booklet on 
Property Control. 


only data processing ribbons and is not 
a general catalog of the complete line of 
carbons and ribbons. For a copy, Circle 
No. 156. 


OFFICE CAMERA 


M. P. Goodkin Co., 112 Arlington St., 
Newark 2, N. J., announces literature de- 
scribing the new Goodkin SS Custom 
Camera, designed to handle approximately 
80% of the photographic needs of office 
reproduction centers, commercial printers 
and lettershops. It will produce regular 
line and halftone negatives, Ektalith and 
Gevacopy projection-type transfer mate- 
rial, Gevacopy contact paper negatives and 
regular photocopies in a 1-to-1 ratio up to 
84%” x 13” legal size. For a copy, Circle 
No. 177. 


ILLUMINATED MAGNIFIERS 


E. W. Pike & Co., 577 Pennsylvania 
Ave., Elizabeth, N. J., manufacturer of 
illuminated magnifiers and microscopes, 
describes its full line in an_ illustrated 


“AUTOGRAPHS” . AND YOUR F. F, & E. 


Positive Property Control begins with 


properly tagged physical assets. Iden- 
tify efficiently “out-front” with Serially 
Numbered “AUTOGRAPHS”. 


Benefits? Reduced capital expenditures, 
curtailed losses and thefts, verifiable 
tax computations *and equitable insur- 
ance coverage. 


lustrous .016’ aluminum 
(not a foil). Legibly debossed serial 
numbers. Adhesive backing. A _ cinch 
to mount on any surface. 


Millions used on the FF & E of busi- 
nesses, industries, institutions and gov- 
ernments. Many reasons why! 


METAL Craft ne 


1619 SO. FEDERAL AVE 


Made from 


MASON CITY, IOWA 


For More information Circle No. 283 
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ls your 
mail 
scale 

an old 
-meany? 


Old conventional scales get tough or 
tired, erratic. They may overweigh, waste 
postage for you. (Even eight letters a 
day, with an extra unneeded 4¢ stamp, 
can lose nearly $100 in a year.) Or they 
underweigh — and your letters arrive 
“Postage Due.” Which does not make 
the recipients feel kindly to your firm! 

You avoid embarrassment or waste 
of postage with a Pitney-Bowes mailing 
scale — precision made to U. S. Bureau 
of Standards specifications, and used in 
U.S. postoffices. Its automatic pendulum 
mechanism gives it built-in accuracy, for 
years to come. Large markings are easy 
to see. The hairline indicator registers 
instantly, exactly. Mailing is faster and 
easier. 

There are seven PB scale models — 
including two for parcel post. Ask any 
Pitney-Bowes office for a demonstration. 
Or send for free illustrated booklet. 


FREE: Handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 


ma ee 


| PITNEY-BowEs, INC. 


Pitney-Bowes | 3488 Walnut Street 


Stamford, Conn. 


M AILING SCALES | Send free booklet DO rate chartO 





... 148 offices in U. S. and Canada | Address __ 





| 

| 

| 

| 

Made by the originator of the postage meter | Name | 
a | 


hace cers cee See SSE SERED GEEEEED GENEID GREED GREED GHEE GENE GutuEED 


For More Information Circle No. 339 
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MW Daper. 
Welder: 


Fastens Paper Using Nothing 


But the Paper Itself! 


* No Refills * No Bulky Files 
* No Clogged * Paper Easily 
Machines Unlocked, No 
* No Staples to Tearing 
Remove * Welded Papers 
Lay Flat 
It Costs Nothing To Press The Handle 


A precision made instrument with hand- 
some chrome finish. It is new, novel, 
smooth, silent, and efficient in operation. 
Never needs refilling. It will weld up to 
six sheets of 16# paper. Modernize your 
office with this time and money saving 
office appliance. An ideal gift with name 
engraved on the handle. If your dealer 
cannot supply you, write direct. Dealer 
inquiries invited. 

PAPER WELDER, INC. Medina, N. Y. 


For More Information Circle No. 373 





and only 
Sure-Rite 
has it! 


Look for the stencil 
with the patented 
Red Dot Seal Tab! 


Write for full 
information and 
free sample. 


THE RED DOT» 
MEANS A LOT. 


sWeolctalereteMeeli-selert Mm /lotehtblecetitbatele mm Grok 


For More Information Circle No. 374 
244 


| brochure. Special models and accessories 

| are also presented in this complete, yet 
concise, piece. For your copy, Circle 
No. 114. 


DATA CONVERTERS 


Digitronics Corp., Albertson Ave., 
Albertson, L.I., N.Y., has released a 
brochure describing its line of converters. 
Featured is a problem solved for a lead- 
ing stock brokerage firm. The solution is 
in the form of a Digitronics converter 
which, in the words of the broker, will 

| pay for itself in less than two years, based 
on the economies achieved. Problem, solu- 
tion, and results are presented in complete 
detail. Description includes need for equip- 
ment to convert from magnetic tape di- 
_ rectly to five-hole tape, for Teletype trans- 
| mission, how Digitronics designed and 
produced a converter to fit the broker’s 
operations, and the savings in time, space, 
personnel and rentals. For this brochure, 
Circle No. 189. 


LETTERING SET 


Keuffel & Esser Co., 3rd & Adams Sts., 
Hoboken, N. J., describes the 8935 Doric 
Lettering Set in a two-color bulletin now 
available. The folder illustrates how let- 
ters and numbers can be reproduced 
vertically and slanted, in capitals and lower 
case, in pencil or in imk, and in three 
sizes, .100, .140 and .240”. Each of the 
set’s seven components—adjustable scriber, 
template, transparent straightedge, two 
lettering pens for two-line widths, lead 
holder and ink cartridge—are described 
and illustrated. The bulletin has photo- 
graphs showing how the low-priced set 
is used. Prices are included. For the folder, 
Circle No. 192. 


ELECTRIC STAPLER 


Staplex Co., 781 Fifth Ave., Brooklyn 
32, N. Y., has published a two-color flyer 
on SE-77F electric stapler which explains 
how machine is operated by a solenoid 
mechanism designed specifically for electric 
stapling. Smooth and reliable in operation, 
the stapling position of SE-77F is always 
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orange crate or gold-plated deluxe . . . 


What Should You Buy in a Filing Cabinet? 


IME was when you could define 

file quality quite clearly as Grades 
A, B, C, or D. But no longer do these 
designations mean much. Manufactur- 
ers now are producing models which 
cut across these former guide posts. 

There are still legitimate “Grade A” 
files today, as there were in former 
years. But unqualified claims to this 
label by various manufacturers have in 
recent years tended to confuse the pic- 
ture for the buyer. 

Today, there are many substantial 
improvements in all classes of files, 
whatever the grade label. More per- 
formance, more function have been 
built into economical versions of the 
so-called “Grade A” files to make them 
more practical for general office use. 

And even in the “low-end” group of 
accepted commercial grade files are 
some features not too different from 
those of the high-priced makes. These 
files also have their place — but their 
place should be defined. 

To approach intelligently the file 
market, a buyer must have clearly in 
mind the use for which the file is 
intended. 

Will a file drawer be opened on the 


average of once or twice a day, or 20 
times a day? What about drawer load- 
ing and capacity? Are quietness and 
ease of operation important factors? 
The answers to these and other ques- 
tions will define your specific require- 
ments. 

Accordingly, the informed buyer can 
buy for his specific needs. It is waste- 
ful to spend extra dollars for a high- 
priced file where the need does not 
justify it, just as it is foolhardy to expect 
too much from a “cheap” unit. Filing 
requirements should be analyzed regu- 
larly, and standards changed as needed, 
to make sure that you are buying prop- 
erly. 

oe 

The H-O-N Co., with its range of 
files in HONOR and H-O-N Lines, can 
effectively fill the specifications for most 
of your filing needs. Nylon rollers are 
used throughout to assure the ultimate 
in quiet and easy drawer operation. 
Long, trouble-free life is guaranteed. 

We shall be glad to help you in 
analyzing your requirements and in set- 
ting up proper specifications to ensure 
the most effective use of your allotted 
funds for filing equipment. 


H-O-N 


OFFICE EQUIPMENT 


MUSCATINE, IOWA 


For More Information Circle No. 330 
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for use on 


Thermo-Fax Machines 


You’ve never seen anything like it! 

You get clearer, heavy-weight copies— 

black or brown—less curl, less crease. 
Superior contrast, non-glare and 
non-transparent. Will accept more 
handling—will endure prolonged exposure 
to heat and has better file life . . . all this 

and it costs less. For free demonstration write 


OLD TOWN CORPORATION 


750 Pacific Street Brooklyn 38, N. Y. 


AVAILABLE THROUGH BETTER 
STATIONERS EVERYWHERE 


For More Information Circle No. 303 
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visible to operator for exact placement of 
staples. Machine’s adjustable backgauge is 
quickly set to any depth up to 4%”. 
Machine can handle up to 32 sheets of 
20-lb. bond or mimo paper without ad- 
justment for different thicknesses. The 
SE-77F replaces hand stapling. Every tap 
on foot or knee switch drives a staple 
automatically, with no waste effort or 
hand motion. Operator has both hands 
free to handle work. For literature, Circle 
No. 111. 


BUSINESS PAPERS 


Kimberly-Clark Corp., Neenah, Wis., 
makes available a specifications handbook 
for cotton fiber business papers. The hand- 
book gives specifications for each grade 
of Neenah paper including colors, weights, 


finishes, packaging and availability of 
matching envelopes. A section on product 
information includes advice on _ special 
watermarking, specialty and_ technical 
papers, and other information of interest 
to the paper buyer and seller. For this 
handbook, Circle No. 462. 


COLLATOR 


Thomas Collators, Inc., 100 Church 
St., New York 7, N. Y., announces litera- 
ture describing its redesigned 20 and 32- 
sheet tandem collators. Used for gather- 
ing duplicated sheets into sets, equipment 
improvements provide smoother, quieter 
more efficient collating, greater durability 
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Ree oo seater 


HOW CAN YOU USE 
d GRAPH 
COGEC X papers 
IN YOUR BUSINESS ? 
@ COMPARE SALES 
@ CONTROL PROFIT 
@ MEASURE PROGRESS 


Nearly 1000 Different 
Cross-Section, Business 
and sagneorins Sheets 
in Stock For Same Day 
Shipment. 


magnetic 


VISUAL CONTROL BOARDS 


0 £3 ka oe co ee Oo oe oe oo 


Make Card and Peg Systems Obsolete 


No fuss . . . no mess with cards, pegs, or other 
signal devices with “Maggie” Control S Systems. 
Permanent colored magnetic indicators that move 
with finger-tip ease offer the easiest, quickest 
way to chart sales, production, inventories, traf- 
fic, ete. The first cost is the last cost because 
there are no cards or hed 8 to replace. 


aa 
For yo istortoadien, write to: 


eetolefestsmestelepetciolom ptcitlel Meblel-Melelae 
11 West 42nd Strect e New York 36, N. Y 
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FLOOR 


RUST 


STAINS 


with Rebco 


FLOOR-GARD 


ANTI-RUST 
File Cabinet Strips 


® Prevents Rust Stains 

@ Reduces Depressions © Resists Skidding 
Prevent rust stains on your floors caused by 
rearranging of office cabinets. Easily installed 
Rebco Floor-Gard plastic strips provide low- 
cost protection. Rust stains are eliminated and 
depressions in flooring are materially reduced, .; 

Purchase through leading office supply and 

building maintenance distributors or write: 


Ralph E. Baker Co., Inc. 


302 Allwood Road, Clifton, New Jersey 
For More Information Circle No. 352 


UnDA-WwunD TYPEWRITER 


PAD by enor 





¢ Anchors Typewriter Firmly s Reduces Noise 
e Lessens Fatigue «Increases Speed and Accuracy 


Standard & Electric sizes—eggshell, tan, green, gray colors 
*Unda Wunda is a trademark 


f th 
Soe Sar ee 55 Woodbine Street 


ENOR CORP. Bergenfield, New Jersey 


For More Information Circle No. 353 








and more attractive design. Complete 
flexibility in a range of sheet sizes from 
4” x 5" to 17” x 22”, and through a broad 
range of weights and finishes, is also pro- 
vided. For a copy, Circle No. 178. 


WORLD GLOBES 


Replogle Globes, Inc., 1901 N. Narra- 
gansett Ave., Chicago 39, Ill. offers a 
12-page catalog showing their complete 
line of illuminated and non-illuminated 
globes ranging from 6” to 32” in diameter 
($2 to $1000). Included is the Dura-Globe 
of lightweight, rigid, transparent plastic 
which is virtually indestructible. Dura- 
Globes are available in desk and pull- 
down models. Stereo Relief globes are 
shown in a wider selection of models in 
desk and pull-down models from $9.95 
to $16.95. The catalog introduces an 
illuminated counterpart of Replogle’s 32” 
Diplomat globe. Known for its detail and 
reference value, illumination now makes 
the 22,000 place names more legible. For 
the catalog, Circle No. 179. 


THE FAMOUS ROBERTS 50 


HELLER ROBERTS 


Manufacturing Corporation 


STATIC ELIMINATION 


Simco Co., 920 Walnut St., Lansdale, 
Pa., offers a brochure, “Static Can Be 
Fun,” which describes several methods 
of eliminating static in offset duplicators. 
Literature explains the nature of static 


(which can slow down production and re- 
duce the quality of reproduction) and 
how to locate it. Static is often the cause 
of printing troubles for which other causes 
are sought. It is unpredictable and mani- 
fests itself in various ways. This literature 


(Since 1889) 


The Roberts 50 triple-action numbering 
machine is designed to give years of 
trouble-free service. Flick the 3-way 
switch and instantly you shift to con- 
secutive, duplicate or repeat automatic 
numbering as desired. Beautifully en- 
gineered, all-steel construction, preci- 
sion-machined parts, with choice of 5 
to 9 wheels in several figure styles and 
sizes. You'll like the smooth solid ac- 
tion, the crisp clean impressions, the 
provision for retracting wheels not in 
use. One of a complete line of Roberts 
numbering machines world famous 
since 1889. Write Roberts Number- 
ing Machine Division, Heller Roberts 
Mfg. Corp., 700 Jamaica Ave., Brook- 
lyn 8, N. Y. 


For More Information Circle No. 302 
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The UNIQUE 


PAIGE MIRACLE BOX 


cuts record retention costs 
75% in equipment—300% in space! 





The unique Paige 
Miracle Box has 
created a new sys- 
tem for efficient 
and economical 
record retention, 
utilizing full floor- 
to-ceiling space. 


UNIQUE—because it sets up INSTANTLY and 
AUTOMATICALLY—no taping or stapling required. 


UNIQUE—because it is the only corrugated container 
that is completely double-walled and double-cor- 
nered, providing amazing strength and durability. 


UNIQUE—because it is double-floored, providing a 
bottom that can’t “fall through.” 


UNIQUE—because it has a separate, telescopic cover. 


UNIQUE—because it is rugged, though light in 

weight. Easy to lift and move by its comfortable 

hand-holds; even when full, can easily be carried 

by a girl. 

ae Our brochure explains how the use of 
the unique PAIGE MIRACLE BOX has 
SETS UP AUTOMATICALLY developed a new system of retaining 
records . . . how leading companies 
g SR get maximum use of available space, 
highest efficiency in operations, greatest 


FOR IMMEDIATE USE ro plana So We'll be glad 


THE PAIGE CO., 95 MADISON AVE., NEW YORK 16, N. Y. 


Send your new, illustrated Miracle Box brochure. 
The PAIGE [iqea : 


Company COMPANY 
93 MADISON AVE STREET 


For More Information Circle No. 237 
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should be both interesting and useful to 
users of offset and other types of dupli- 
cators and paper processing equipment. 
For a copy, Circle No. 168. 


FIRE FIGHTING EQUIPMENT 


Fyr-Fyter Co., 221 Crane St., Dayton 1, 
Ohio, announces the 1961 edition of “In- 
terior Fire Fighting Equipment Catalog.” 
Revised and published annually, it provides 
complete information on portable interior 
fire safety equipment for the protection of 


commercial and institutional properties. 
Catalog includes comprehensive engineer- 
ing and specification data on the com- 
pany’s fire extinguishers, fire hose and 
extinguisher wall cabinets, hose racks, hose 
reels, angle valves, fire hose, fire hose 
nozzles, siamese connections and related 
fire control accessory equipment. For a 
copy, Circle No. 113. 


LOAN COLLECTION SYSTEM 


Royal McBee Corp., Westchester Ave., 
Post Chester, N.Y., 





PUNCH 


with |B 


CORRECTION 


Made of super-thin Mylar® 

. feeds freely, won't jam 
equipment. Highly visible 
opaque red color easy to 
spot. Fast to apply. Low 
in cost. Order red and trans- 
parent seals from stock; sil- 
ver on special order. Send 
for free sample. 


























Ww. 4. LJLULMURE CO. * 770 W. GLENDALE AVE. © MILWAUKEE 9, WIS. 


Manufacturers of Quality Pressure-Sensitive Tape Products . 
SALES OFFICES: Atlanta ¢ Boston © Buffalo * Chicago © Cincinnati * Cleveland 
Detroit ¢ Hartford * Los Angeles * Milwaukee * New York © Newark © Phfladelphia 

St. Louis * San Francisco * Brampton, Ontario, Canada 


¥] self-sticking 


offers Folder S-587 
describing the 
General Records 
Poster’s ability to 
create not only a 
customer receipt 
for each transac- 
tion, but ledger 
and journal entries 
from one writing. 
A journal is placed 
on the Poster: The 
girl receiving a 
payment slips the 
customer’s ledger 
card under the 
journal and places 
a receipt on top. 
Entries made on 
the receipt are si- 
multaneously __re- 
recorded on ledger 
and journal. After 
several entries, girl 
touches a_ button 
which automatical- 
ly positions receipt 
to collate addi- 
tional entries to 
the other records. 
At completion of 
operation a knob 
moves journal up 
one line to receive 
next transaction. 
Average girl can 
master this proced- 
ure in a day’s time. 
For folder, Circle 
No. 193. 


SEALS 


Est. 1914 
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THE 


‘the sharpness of write of a carbon or 


SUPER KEMLON 3 


The Super Kemlon ribbon combines carbon rib- 


bon sharpness with fabric durability. Never before 
has it been possible to achieve such clarity of write 
with a fabric ribbon. Super Kemlon ribbons are so 
thin that 36 yards are actually wound on an I.B.M. 
spool and 24 yards on all others. And yet because 
of its unique new chemical treatment, this miracle 
fabric will absorb more ink and will give more wear 
than any other ribbon ever made . . . cotton, nylon 
or silk. 


FRANKEL 


MANUFACTURING CO. 
Established 1906 
285 Rie Grande Bovlevard + Denver 23, Colorado 


in New York, contact 
Crystal Copy Corporation « 4 West 16th St. « New York, New York 





SUPER KEMLON RIBBONS—WITH DUAL SPOOLS 
. $40.00 per doz. 
24 yd. length for all other typewriters $28.50 per doz. 


SEND FOR YOUR TRIAL ORDER TODAY! 


36 yd. length for |.B.M. typewriters . 


Dealer and Quantity Discount on Request. 








FRANKEL MANUFACTURING CO. 

285 Rie Grande Bivd., Denver 23, Colorado 

Please send me a trial order of SUPER KEMLON typewriter ribbons 
If I am not completely satisfied, I will return the unused portion of the 
order and receive credit 


O 36 yds. for I.B.M., $40 doz. 

(1) 24 yds. for all other typewriters, $28.50 doz. 
COLORS 

DEGREE OF INKING Medium 
MAKE OF TYPEWRITER 


Name 


Medium Heavy Record Offset 


Firm Nome 
Address 
City Zone State 
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SVVTRON 


VIBRATORY 


—ease all 
your paper 
handling jobs 


Syntron Business Form Joggers increase paper 
handling efficiency at every operation—preparing 
mail for opening, aligning invoices, punch cards, 
statements, cancelled checks, salesmen’s reports, 
and other office materials. Eliminate slow manual 
jogging, speed office work by the use of simple 
vibration rheostat controlled for easy, instant 
adjustment. 


Simplicity of design assures long, dependable 
service life with very low maintenance. 


Syntron Business Form Joggers are fast, efficient, 

and effective—tilting Rack model available with 

multiple bin racks two, three, or four dividers. 
Write for detailed information today. 

61PJ5 


For More Information Circle No. 369 


| systems for medical supplies, 


BUSINESS FORM | 


| Director, Office of Planning & Procedures, 





ANNUAL OFFICE 
MANAGEMENT FORUM 
(Continued from page 151) 


| meet our needs, within a price range com- 


parable to present punched card equip- 
ment costs. So far as conventional office 
equipment is concerned, this Department 
currently is installing inventory control 
drugs and 
maintenance supplies, in 27 institutions 
caring for a total of over 100,000 patients. 
Vertical visible filing equipment is being 
employed. — GERALD GARTENBERG, 


New York State Dept. of Mental Hygiene, 
Albany. 


_Salesmen Lack Ability 


We are partially satisfied with our auto- 


| mated procedures and will continue expan- 


sion this year. It appears that if we re- 
search and explore long enough for the 
equipment and the type of media we can 
be satisfied with, it is available. Suppliers 
are short on service and representatives 
who have the technical ability to present 
their products, especially on new applica- 
tions. Our purchases of regular and spe- 
cial office equipment will increase with 
more standardization to produce better 
service with a corresponding (we hope) 
reduction in costs—W. E. ROHDE, 
Chief Systems Analyst, Ideal Cement Co., 
Denver. 


Tab Machines Too Costly 


This Cooperative is not large enough to 
use automatic data processing equipment. 
Our gross volume is around $6 million per 
year. At one time, we considered tabulat- 
ing equipment but, in our case, the cost 
was prohibitive. We use a Burroughs Sen- 
simatic bookkeeping machine for all post- 
ing of accounts receivable, accounts pay- 
able, payroll, sales analyses, patronage 
distributions, etc. Our other office ma- 
chines such as calculators, etc., are be- 
coming out-dated by present-day standards 
and we do anticipate the addition of sev- 
eral printing calculators. Our greatest need 
is a copying machine which will copy 
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Speedkote gets your offset jobs on press fast 
by cutting plate processing time two-thirds 


Speedkote aluminum plates take only 
one-third the processing time to make 
them press ready. And Speedkote’s 
wide exposure latitude gives you full 
flexibility, yet clean, sharp images 
every time. 

You'll save on press time because 
Speedkote’s chemically grained sur- 
face makes it easier to establish and 
hold ink-water balance on the press. 

You'll get those short and medium 
run jobs on and off the press quicker 


Manufacturers of Graphic Arts Supplies 


POLYCH ROME 


——a 


2 Ashburton Avenue, 


Yonkers, New York 


and have more jobs finished at the 
end of the day. 

Economical? You bet! Both sides 
of the Speedkote are presensitized, 
and with the low price, this means 
your plate costs are only 1612 cents 
per side in duplicator sizes. 

Find out more about how Speed- 
kote can save you time and money. 
Mail the coupon today for more in- 
formation and also receive a free 
plastic fountain dispenser bottle. 


Please send me more information about Speedkote 
plates and my free fountain dispenser bottle. G3 


size offset presses 


For More Information Circle No. 429 
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SUUUUUUUUUUUANNQONAN00UOOEEEUAUUUAUAAAAA NATE 


the ORIGINAL 
telephone shoulder cradle 


Retains leadership in its field. 
Frees both hands while phoning 


Adjustable for left or right 
shoulder use. 


Made of durable Tenite plastic. 


Fits ALL handset receivers 
in the U.S.A. 


A natural rubber cushion provides 
no-slip comfort. 


Available in black and colors. 


At your stationers, or write 


P. O, Box 9235 
San Diego 9, California 
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washable ink and not use a liquid devel- 
oper. We are most certainly in the market 
for such a machine but I have received no 
information as yet that they are on the 
market—J. D. MORGAN, Office Man- 
ager, Farmers Supply Cooperative, Green- 
wood, Miss. 


Consolidated Functions 


We have automated many of our pro- 
cedures in the past and we are installing 
an IBM 7070/1401 tape oriented system. 
We have adopted the consolidated func- 
tions approach for the administration of 
our business. We will automate as many 
office procedures as feasible in the next 
few years. Future developments in optical 
character sensing and data communica- 
tions are in line with our future plans. 

There will always be a need for conven- 
tional office equipment. A reduction in the 
numer of units necessary to operate our 
business is evident, but I believe this 
would be a fact regardless of EDP equip- 
ment. The development of this type of 
equipment will cause a reduction in the 
number of conventional units needed.— 
LLOYD E. GROSS, Director, Statistical & 
Administrative Services, Pan-American 


| Life Insurance Co., New Orleans. 


Tab Equipment Too Slow 


During 1960 we tested tabulating equip- 
ment through the local service bureau, but 
did not progress beyond the testing stage. 
Our opinion, at the present time, is that 
our business moves too fast to use tabulat- 
ing equipment in our traffic and account- 
ing departments. In my opinion, I believe 
the manufacturers should be working along 
the lines of recording rapid changes in in- 
formation and amounts. LEONARD 
BRIDGE, Business Manager, Wood 
Broadcasting, Inc., Grand Rapids, Mich. 


Manufacturers Train Users 


We are presently using a NCR 31-10-14 
machine for our office and factory pay- 
rolls, and accounts payable. The entire 
payroll operation, from the calculation to 
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inexpensive in price 


Ped gd gokitcd. FE 


swinging-door cabinets 


expensive in looks 


TOP TO BOTTOM—front 

to back—#inside and out— 

Borroughs’ famous “Cyclops” 

Swinging-Door Cabinets are 

solid quality throughout in 

looks as well as performance. 

42” and 78” heights—18” and 

24” depths—36” width. Single 

central handle with Yale & eS 
Towne built-in lock. Doors storage 
swing completely open for full 
accessibility. Shelves adjustable 

without nuts or bolts. Before 

you buy any cabinets, learn all 

about the big Borroughs line! 


combination 


rors == 1 








send for 
illustrated 
price list 



































wardrobe 


BORROUGHS smanuracturinc company 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ST, ali KALAMAZOO, MICHIGAN 


For More Information Circle No. 435 
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the completed check, is done on the ma- 
chine, and we find it not only satisfactory, 
but time-saving. The accounts payable 
operation is satisfactory, but provides few 
advantages over our former typewritten 
method. Our chief objection to automated 
equipment is that trained operators are not 
readily available. We believe manufac- 
turers could do a real service to present 
and prospective customers by maintaining 
a school where operators could be trained 
in the use of their equipment by their own 





DATERS 


for SMALL 
and LARGE 


SPACES 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3Ist 
day change. Bold day figures 
are easy to see. 

Write for Catalog 


FORCE: 


JAN 23°57 


WM 


age 


& CO., pe 


personnel. We expect our future use and 
purchase of conventional office equipment 
to remain practically the same as in pre- 
vious years.—L. K. FORNOF, Secretary- 
Treasurer, Seagrave Corp., Columbus, 
Ohio. 


More Business in Same Space 


We are designing a new system which 
will bring automation to both tellers’ 
stations and accounting office by means of 
punched tape 
equipment at the 
tellers’ windows 
which will serve as 
input to a comput- 
er in our account- 
ing department. 
We feel this will 
give us the ability 
to expand our busi- 
ness 100% without 
additional space 
for personnel and 
machines. 


For several 
years, we have not 
felt that manufac- 
turers of data proc- 
essing equipment 
were on the right 
track for the needs 
of savings and loan 
associations and 
banks because they 
were advocating 
the discontinuance 
of hard-copy ledg- 
er cards’ which 
could be selected 
at random by an 
employee and read 
without difficulty. 
Now they have 
recognized this 
problem and are 
| correcting it. Both 
- Burroughs Corp. 
; | and National Cash 
Register Co. now 
strongly advocate 


Bri JOKIYA 8 N y 
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NEW Hano 
CHECK DESIGN SERVICE 


FOR MULTICOPY CHECK AND VOUCHERS 
Use Snap-a-Part or Continuous style checks 
complete with Magnetic Ink Characters 

Multicopy, lithographed checks with magnetic ink characters are a 

Hano speciality. Backed by check designing and printing experience since 1888, 
Hano representatives can offer you a modern check design service, 
complete with magnetic ink characters now being required by many banks. 
Hano magnetic ink checks are pre-tested for guaranteed performance, and certified by 

machine manufacturers for acceptability. Hano multicopy check systems 
for payroll, dividends, accounts payable and other applications, 

are the first choice of careful buyers. 


ARE YOUR CHECKS OUT OF DATE? GET THE FACTS NOW ON CHECK SYSTEMS BY 


Wit 


SINCE 1888 


PHILIP HANO CO., INC., HOLYOKE, MASS. 


Send complete information and sample check packet No. 139 


Name 





Company 





Street 





City State 
RINE FT NR EN EN SEIT NE EN RO EN RM ne 
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WORLD'S MOST MODERN 








[fam ALL-NEW 
Arran, = 4. 


DELUXE standard STAPLER 
SAFE-FOOLPROOF -EASY-T0-OPERATE 


This handsome, durably built, all-steel 
stapler brings you advanced features 
that make most other stapling ma- 
chines old-fashioned — 

@ “Full Time” staple control 

@ Multiple stitch 

@ Wide base for balanced stapling 
@ Extra-large loading capacity 

PLUS ... other outstanding features 
Comes in Office Decor Colors 

Beige, Green and Gray $5.95 

—or All-Chrome $6.95. 

At Your Favorite Stationer — 
or Write for FREE Literature. 


ARROW FRSTENER COMPANY, {NC. 











CONFIDENTIAL 


MT4 — WITH 
LOCKING DOORS 
STURDY METAL CABINET 
map file, has 112 tilting 
tubes. Easy to file and 
find maps, tracings, blue 
prints to 60”. 
Patent No. 1610368 MAIL ORDER TODAY 
SCOTT-RICE CO. 610 S. Main, Tulsa 19, Okla. 
For More Information Circle No. 364 
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the use of the ledger card. Our new system 
will involve ledger cards with human 
language on the front and machine lan- 
guage on the back by use of magnetic 
stripes. We still do not feel that manufac- 
turers of punched card equipment should 
overlook the value of the ledger card. As 
for speed, accuracy and availability of 
statistical reports, manufacturers have 
done an excellent job. 

We will continue to purchase and use 
conventional office equipment and _ inte- 
grate it with our new system. We have a 
strong belief that our business is best run 
in our own office by our own employees. 
We have not been sold on using service 
bureaus, which operate outside our office. 
We have purchased and are now setting 
up a complete Graphotype and Addresso- 
graph system, so our mailing lists can be 
kept within our office. To obtain maxi- 
mum value from this equipment, we are 
designing our loan and savings department 
forms so they can be imprinted with a 
great deal of information from the 
Addressograph plates. You can see we are 
faced with updating and revising every 
department so that forms, procedures, 
reports and equipment will all combine to 
give us more economical and more effi- 
cient operation. Because of lack of avail- 
able space to expand, we hope to do this 
with litthe expansion in personnel.—J. P. 
DUFF, Executive Vice President, Ne- 
braska Savings & Loan Assn., Omaha. 


Saves $80,000 a Year 


Our company employs 5500 persons 
and approaches $150 million in sales 
annually, and has lately leaned on in- 
creased automation of office operations 
wherever economically justified. We have 
about three years experience with a fully 
integrated TWP system of sales order, 
invoicing, shipping and accounts receiv- 
able processing. We have added produc- 
tion-inventory, monthly journal entries 
and administrative messages to this net- 
work system connecting about 20 major 
plant and sales offices. We feel this system 
is now producing about $80,000 a year 
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net profit to our company. 

We have utilized a service bureau 
approach over the past three years, using 
a medium scale IBM 650 card machine 
to process basic sales information and 
other accounting needs. We are evaluating 
a centralized computing center, tying to- 
gether the needs of our large integrated 
plant at nearby Painesville with our 
Cleveland operations. — JAMES P. MA- 
SON, Manager, Systems & Services, Dia- 
mond Alkali Co., Cleveland. 


Trade your 


Continually Update Machines 


We have automated many of our office 
procedures over the years and are putting 
considerable effort into further automa- 
tion. We are never satisfied that we have 
even begun to approach the heights we are 
shooting at and a lot of solid thought is 
being put into this problem, from manage- 
ment level right straight down, all the 
time. 

We have been using IBM's 650 setup 





button for (AINE 


Never again need the sound and fury of 
an impatient boss rock the office corri- 
dors! With the speed and efficiency of 
Oxford Pendaflex hanging, sliding fold- 
ers, “must-have-immediately” letters are 
always at your finger tips. Finger-Tip 
Control we call it . . . and it not only 
saves time, but cuts office costs as well. 
Accuracy? It’s built into Pendaflex with 
exclusive “Keyboard” selection! 

Mail the coupon. You'll receive— 
FREE—a File Analysis Sheet, full Pen- 
daflex details and a complete Oxford 
Catalog. 

Oxford Filing Supply Co., Inc. 
Garden City, New York. 


Oxford 


& FIRST 
N/.ME 
IN FILING 


[ OXFORD FILING SUPPLY CO., INC. 
15-3 Clinton Road, Garden City, N. Y. 


Please send free File Analysis Sheet and com- 
plete Oxford Catalog with all the facts about 
Pendaflex. 






































In Toronto, Luckett Distributors, Ltd. 


ZONE 


For More Information Circle No. 359 
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Fer ya... not agin ya! 


LOOKS! Carter’s 
dresses each word in 
its Sunday best — every 
letter starched neat ’n 
crisp. Shucks, it’s the 
purtiest typing in town! 


CLEAN! Carter’s looks 
out for yore hands. Tries 
not to curl, wouldn’t 
think of smudging. 
Keeps everything clean! 


WEAR! Carter’s can 
outride any other car- 
bon in the territory . . . 
even on electric ma- 


~~“ Yep, Carter’s Carbons work for you! So ADVERTISED 1m 


buy ‘em today. You'll find them in one LI FE 
}} of these boxes at your favorite Stationer 
or Office Equipment Dealer. 
@© THE CARTER’S INK COMPANY, CAMORIDGE 42, MASS. 


For More Information Circle No. 216 











TYPING that looks 
e like PRINTING — 


NOW 


at a fraction of the cost! 
Inexpensive Typewriter Composition That 
Looks Like Expensive Typeset Printed Matter 


Your “‘copy’’ CAN Look Like This Your “‘copy’’ Now Looks Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter cormosition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
liné for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Now - your typewriter is more useful 
than ever. Anything that is now set 

up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 

a simple offset, mimeographed, or 
hektographed bulletin, the Marzinato 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin 


Write for Free Illustrated Folder 


MARGINATOR COMPANY, 112i W. Magnolia Ave., Burbank, Calif. 


For More Information Circle No. 217 
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for the past two years and find it a great 
improvement over the machines we used 
previously. Even though we have really 
just got the 650 program running 
smoothly, we are planning ahead two 
years and looking to the possibility of 
installing the IBM 1400 series. Howard 
Croteau, manager of our _ tabulating 
department, tells me that a small insur- 
ance company, such as we are in compari- 
son with some of the greats in the 
industry, has to be that much better than 
they are, especially machine-wise, to hold 
our own. 

Our use and purchase of conventional 
office equipment and systems will go along 
about the same as it has in previous 
years except that we buy more electric 
typewriters than we used to and these are 
gradually replacing manuals. We are not 
using as many different kinds of forms, 
including single sheet, snap-out, continu- 
ous and standard tabulating forms, but 
have been successful in consolidating our 
forms and use larger quantities of a 
fewer number of forms—CLEON M. 
DOMINA, Manager, Purchasing & Serv- 


ices Dept., Peerless Insurance Co., Keene, 
N. #t. 


MEL 
JAWAK 


“It doesn’t have to make sense. 
po? 


It’s company policy! 
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Danger! x 
UNLABELED SAFE . 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 














For More Information Circle No. 376 
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Fine Line Retractable Pen features dyna-flow Top 
Action mechanism, sturdy pocket clip, wide metal band, 
All brass Extra Fine smooth-flo-ball point, Meta! Protect 
O-Point prevents ball wobble and provides for longer 
pen life. 

Praised for Outstanding Performance and Economy 
by Accountants, Auditors, Bankers, Bookkeepers, Secre 
taries, For use on Ledger Cards, Visible Records, 
Charts, Figure Work, Fine Writing. Precision Engineered 
Extra Fine Ball Point, Formulabs® pre-tested quality 
= flows smoothly, evenly, Jet Black, Red, Blue, Green 
ink. 

And talk about Economy! We pay postage anywhere 
in U.S.A. Retail 39c each. Your NET cost is 
1 dz.—$8.25 Ink colors and pen styles <4 be assorted 
3 dz.— 3.10 dz. as desired to earn better rate. 

6 dz.— 3.00 dz. Audit Refill Cartridges 15¢ ea.—$1.75 dz. 
Sample Pen 25c. 10-day money back guarantee. 
GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pa. 


For More information Circle No. 314 __ 





eit FOLDS 

*IT SCORES 

eit CAN SLIT 
or PERFORATE 


THE PRINT- o- MATIC co., 


W WASHINGTON BLY 


INC. 


___ For More Information Circle No. 315 











pick the proven profit line of shelf-service snapaparts 


ST 
FORMS 


OGERSNA 
BUSINESS FORMS 


P.O. BOX 10425 


DALLAS 7, TEXAS 





For More Information Circle No. 316 


FEDRON 


Platen Reconditioner 





Wipe on FEDRON and restore type- 
writer and business machine platens 
slip-proof condi- 
type too. Write for 


resilient 
tion. Cleons 
bulletin 


to new 
FEDERAL MINING & MFG. CO 
22 Kear Ave Jersey City, N. J 


For More information Circle No. 317 
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Conveyor Tube 
System Speeds 
Order Handling 





PHIL HIRSCH 


PNEUMATIC TUBE system to 
A route messages from station to sta- 
tion automatically solved a distribution 
problem, more-or-less prevalent in many 
industries, for Charles Bruning Co., Mt. 
Prospect, Ill. Bruning is a manufacturer 
of diazo-type copying equipment and a 
wholesaler of a broad line of engineer- 
ing supplies. The firm also produces the 
light-sensitive paper used by its Copy- 
flex machines. The distribution problem 
arises primarily in connection with the 
latter activity. 

There are so many sizes, weights, 
colors and types of Copyflex paper that 
Bruning sales branches can keep only 
limited supplies on hand. For the same 
reason, Officials at company headquar- 
ters make it a policy to stock standard 
sizes and manufacture special items to 
order. Each week Mt. Prospect receives 
approximately 500 orders for Copyflex 
paper from the 20 sales branches it 
serves throughout the middle and 
southwest. All orders must be processed 
in minimum time because of the lim- 
ited inventories maintained in the field. 

At its former location, on Chicago’s 
north side, Bruning used two mes- 
sengers to transport mail, orders and 
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other interoffice paperwork among de- IT S V S 3) i E 


partments. “An excessive amount of MODEL 41¢ 
time was required to get orders to the CARBON COPIES 
production department,” reports office yore ey 
manager Jess Cullison, who is in charge : Will make up to 
of the operation. So, two years ago, 12 good carbon 
when they moved to Mt. Prospect, the copies. 
company installed a pneumatic tube = ye oe 
system designed and built by the Lam- 

son Corp., Syracuse, N.Y. “Orders for 
Copyfiex paper now reach our produc- 
tion department in a small fraction of 
the time formerly required,” Mr. Cul- 
lison reports. “Ten to 12% of all orders 
are now shipped the same day they’re 
received. Before, less than 1% could be 
delivered to the shipping dock and dis- 


patched in that time.” AMERICAN NUMBERING MACHINE CO. 


Altogether, the pneumatic tube sys- ATLANTIC AND SHEPHERD AVENUES 
“ BROOKLYN 8, NEW YORK 
tem transports some 1200 orders a BRANCH—105 W. MADISON ST., CHICAGO 2, ILL 


week. This figure includes orders for 








For More Information Circle No. 291 


AUTOSTACKER 


Increases Production of A. B. Dick 
Models 350 and 360 Offset Duplicators 


The dependable Autostacker increases duplicator receiving capacity 
to 10 reams—matching machine's feeding capacity. You avoid 
9 interruptions in every run of 5000 copies. When run is completed, 
just move away the 5000 copies on dolly; put second dolly in place 
or next run, Low-cost Autostacker comes with 2 dollies, 4 paper 
control wheels, 4 chutes for envelopes, etc.; matches your duplicator. 
See Your A. B. Dick Dealer or Write for Literature. 

Designed and Guaranteed by 
GRISWOLD DUPLICATING PRODUCTS, INC. 

30 Years in the Duplicating Field 
2808 W. Temple St., Los Angeles 26, Calif. 
For More Information Circle No, 292 




















Big Time-Saver 


IF YOU USE ADDRESSOGRAPH PLATES IN 
FRAMES 


QUIK-KARDS are shown at left, They save time MANY WAYS. 
Furnished in continuous perforated form like theatre tickets. Precision 
made, Fit your frames better than ANY card. You do not handle 
small, individual cards. No need to pick up the next card. It is 
already in your hand. Can't get out of order. Work flows faster and 
smoother. Send sample of card you use to show size and receive 
free samples of Quik-Kards. Write Addressing Machine Co. of Callif., 
667 Mission St., San Francisco 5, Calif., YUkon 2-2130. 








For More Information Circle No. 293 





Aluminum COAT and HAT RACKS 


Srvtep to harmonize with fine appointments, 
these smart wardrobe units are quality built of 
closed-end cluminum tubes rigidly held in cast 
aluminum brackets. Permanently beautiful in 
“clear” or gold’ anodized finishes. Mount at any 
height, on ae | wall—singly, end-to-end or in tiers, 
te give any desired capacity. Brackets adjustable 
to exact centers. Come in lengths 

by the even foot up to and 

including 8 feet. 


SHELF No. 21 
has full length Hanger Rail 
extending 115¢” from wall. 


SHELF No. 31 

has staggered, die cast, 
anchor-style coat hooks in- 
stead of Coat hanger rail. 


SHELF No. 11 

general utility shelf or for 
extra hat shelf above types 
21 or 31. 


NEW SHELF No. 51 
Compact space saving design with four Y-18 
hangers which mount in special Y receptacles 
parallel to wall 

Write for Bulletin DL-\0 


VOGEL-PETERSON CO. 


Rt. 83 and Madison St. © Elmhurst, Illinois 


For More Information Circle No. 355 
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| Copyfiex machines and engineering sup- 
| plies. “Expediting all three types of or- 
ders,” reports Mr. Cullison, “has en- 
| abled us to stave off complaints from 
customers, and has also made it possi- 
ble for our headquarters office to es- 
tablish better relations with sales branch 
personnel.” 

Bruning’s tube system also handles 
mail, interoffice memos, all internally 
distributed media except a relatively 
| small volume of bulky magazines and 
| catalogs which the company receives. 

The tubes have made themselves par- 

ticularly useful by expediting movement 
| of rush orders which arrive at irregular 

intervals throughout the day by tele- 
| gram, leased wire or phone. Formerly, 
| most such orders, after they were 
| readied for filling, lay in a basket await- 
| ing a messenger on her regular rounds. 
As a result, a sales branch too often 
didn’t receive the shipment by the date 
requested. In some cases, of course, 
order department personnel carried the 
order to the stockroom themselves, but 
the substitute messengers weren’t always 





The pneumatic tube system has enabled 
Bruning to ship 10-12% of all orders the 
same day they cre received. 
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CONTOURAMATIC mark Ill... 


the all new photocopier with exclusive 


Send for free literature today! 


How much faster and easier the new CONTOURA- 
MATIC Mark III Photocopier with PRESSURE 
FLOW does all your paperwork! One simple control 
activates the processing mechanism; the machine 
is ready to operate at any time. No messy chem- 
icals to mix — disposable sealed plastic cartridge 
prolongs fluid life, changes in seconds. The CON- 
TOURAMATIC Mark III copies every mark on paper 
. ». makes photo-exact, permanent black & white 
copies up to 12” wide by any length of anything 
written, drawn, photographed or stamped — in 
any color! 


For More Information Circle No. 202 


F. G. LUDWIG, Inc. 


a subsidiary of Anken Chemical & Film Corp. 
711 Coulter Place 
Old Saybrook, Conn. 


(1 Please send FREE brochures. 
NAME 
COMPANY 
: ADDRESS 
i CITY 























SPEED 
YOUR TYING 


TIE LETTERS, 
PARCEL POST, 
CHECKS, BOXES, 
CIRCULARS, 
LABELS, 

PRINTED MATTER 
AND 

THOUSANDS OF 
OTHER ITEMS 


10 TIMES 
FASTER 


with an 


AUTOMATIC PAK-TYER 


Easy to operate and maintain. This speedy 
ALL-PURPOSE tying machine is de- 
signed to tie any size or shape package 
tight without adjustments. The knot is 
slip proof, Saves time and twine. Several 
models to choose from. 


LET FELINS SOLVE 
YOUR TYING PROBLEMS. 








WRITE FOR CIRCULARS NOW 
TYING MACHINE CO. | 


FELLING Mirena 


For More Information Circle No. 312 








~—  NIPPO 


CHECK WRITER 


indelibly prints 
Just the same 

as a big 
machine 

costing up 

to $500.— 


-_ 
ee é 


NIPPO MACHINE INDUSTRY CO., LTD 
Tenjin-cho, Nishi-ku, Yokohama, Japan 








| 





For More Information Circle No. 313 
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ce 


Copies of change orders are prepared on 
a Copyfiex machine and then dispatched 


| via tube to proper department. 


| available and, even when they were, 
| their regular work usually had to be 
| interrupted. 


Explains Mr. Cullison, “Virtually all 
such requests now are filled the same 
day they come in; before, the shipment 
seldom left our plant until the next day. 
Orders for certain items which we 
stock — such as duplicating machine 
parts and engineering supplies — now 
can be received late in the afternoon 
and still leave our plant that night. Be- 


4 i 
Shipping supervisor dispatches receiving 
tickets to production department where 
items needed are checked off and tickets 
returned, preventing shortages. 
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fore, such speed was almost impossible 
because our messenger service couldn’t 
move quickly enough.” 

Often, he adds, changes come 
through on an order that’s in process of 
being filled. The quantity may be al- 
tered, for example, or maybe the sales 
branch will ask them to ship directly to 
the customer. In such a situation, the 
order department prepares, on a Copy- 
flex machine, sev- 


and answer up until 4 p.m. when mail 
room closes. This is well after the last 
messenger pickup under the former 
system. 

“More correspondence gets answered 
the day it’s received,” says Mr. Culli- 
son. “The time which the tube system 
gives us in the afternoon for answering 
correspondence is valuable since we 
don’t like to ask secretaries or other 





eral duplicates of 
the change - order 
and sends them to 
the departments 
involved via 
pneumatic tube. 
“This beats our 
former system in 
a number of 
ways,’ reports 
Mr. Cullison. “It’s 
faster and there’s 
no need to take 
order department 
personnel away 
from their regu- 
lar work if, as 
often happened 
before, the mes- 
senger doesn’t 
show up soon 
enough.” 

Having a speedy 
mechanical mes- 
senger available 
at all times also 
expedites mail 
handling at Brun- 
ing’s headquar- 
ters. Officials now 
receive letters up 
to an hour earlier, 





Crimpgraf 
TRANSPARENT 
CRIMPED SIGNAL 


for Protected Visible Cones 


Graffco SIGNALS 


There's one best signal for each 
kind of record housing . . . and 
Grafftco makes them all. A_ full 
variety of colors, shapes and sizes, 
to classify, remind, warn or call for 
action. Close your “system” sales 
faster with practical demonstrations 
of “how they come to life with 
Graffco Signals. 
GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40, Mass. 


For More Information Circle No. 356 
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$259 


No. 1722-20 


Includes everything you need to make offset 
plates and duplicating masters: vacuum frame; 
motor; pump; gauge; and nuArc’s popular 
N-20 arc lamp. 

With automatic carbon strike and feed 
mechanism, No. N-20A 


COMPACT e INEXPENSIVE 


Arc Lamp 


AND 


Vacuum Frame 


COMBINATIONS 


Economical N-16W 
unit. Includes man- 
ually controlled arc 
lamp; vacuum 
frame. 


$139 


Complete with 
pump and 
motor, $196.50 


Send for Bulletin A2100 


® 


COMPANY, INC. 
4110 W. GRAND AVE. 
CHICAGO 51, ILL. 


SALES AND SERVICE: NEW YORK @ LOS ANGELES 


COMPANY,INC. 


4110 W. GRAND AVE. © CHICAGO 51, ILLINOIS 
For More Information Circle No. 294 
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employees to drop company mail in 
outside mailboxes on their way home.” 
The pneumatic tube system also ex- 
pedites receiving operations. When a 
shipment arrives from a supplier, sev- 
eral copies of the receiving ticket are 
prepared on a Copyflex and sent, via 
tube, to the departments involved. The 
using department checks off items 
needed immediately and returns the 
form to the shipping dock via tube, so 
these items can be delivered first. Re- 
ceiving personnel spend less time hunt- 
ing for items needed in a hurry. Using 
departments run out of supplies and 
production materials less often. 
Bruning’s pneumatic tube system 
connects 11 points throughout the plant 
and office; most important the mail- 
room and adjacent order department, 
“national warehouse” (where stocks of 


CARBON 
COPY 











TWO WAY SALES PLAN 
THAT MEANS GREATER PROFIT! 


Attractively packaged, top quality 
carbon second sheets, prompt deliv- 
nt B ~ your customers under your 
abel. 

DEMONSTRATOR kit assures first 
sale and automatic repeat sales. 
Write for Samples and Dealer Plan 


THE EXLINE-LOWDON 
COMPANY 


1818 S. ERVAY e DALLAS, TEXAS e HA 1-2177 
For More Information Circle No. 295 
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engineering supplies are shelved), 
Copyfiex paper and machine production 
departments; shipping, receiving and 
purchasing departments. 

Tube carrier measures approximately 
12%” x 3” and will take forms up to 
82” x 11%” including magazines pro- 
vided they aren’t too thick. At one end 
of the carrier are two slip rings im- 
printed with a series of letters and num- 
bers. Each mes- 


system. Travel time, depending on dis- 
tance between stations, ranges from one 
to five minutes. “By eliminating most of 
the need for messengers, we saved in 
payroll expense a substantial percent- 
age of the tube system’s capital cost,” - 
reports James A. Rominski, Bruning’s 
manager of services. “The methods im- 
provements have been more than enough 
to justify the remainder of the cost.” 





sage station is 
designated by a 
letter - number 
combination 
(A-0, A-1, A-2, 
B-0, B-1, etc.). 
The sender posi- 
tions the slip 
rings properly 
and drops the 
carrier into the 
tube. 

Electrical con- 
tacts in the tubes 
ahead of each 
sending -receiving 
station are con- 
tacted by copper 
bands on the car- 
rier. When a 
given station code 
is set up by po- 
sitioning the slip 
rings and the car- 
rier reaches the 
proper station, a 
circuit is com- 
pleted that de- 
flects the carrier 
out of the tube. 
Thus, a message 
can be routed to | 
any station in the | 





BOSTON 


PENCIL SHARPENERS 


easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 

every model. All sharpeners GZ 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J, 


For More Information Circle No. 357 
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Unions Vie for Office Workers 


The Office Employees International 
Union protested to the AFL-CIO against 
attempts to organize clerical workers by 
industrial unions in the steel, automobile 
and other mass-production industries. The 
protest was set off by a report issued by 
Everett M. Kassalow, AFL-CIO research 
director, which said the most effective 
organizing drives for white-collar workers 
in large corporations could best be un- 
dertaken by establishing special divisions 
in production unions. Labor desires to 
offset declining economic and political 
strength due to inroads of automation 
among production workers by organizing 
clerical, engineering and technical workers. 
Thus, inter-union feuds are likely to be- 
come more bitter. The Office Employees 
International Union has a membership of 
only 65,000 out of a potential 16 million 
white-collar employees. A _ report by 
National Office Management Assn. shows 
that, of 2000 companies in the U. S. and 
Canada, only 6% have office staffs fully 
or partially organized. 


Preauthorized Check Volume 


Almost a million preauthorized checks 
are now being written each month by Life 
Office Management Assn. member com- 
panies and this is expected to double with- 
in two years, according to a survey by a 
LOMA committee headed by Russell Wet- 
more, Mutual of New York. A large 
majority of the 979,000 monthly pre- 
authorized checks are written by a small 
minority of companies: 12 prepare more 
than 20,000 each. The committee de- 
veloped a list of desirable features for 
machines to encode magnetic ink char- 
acters on the checks and will try to inter- 


270 


est equipment manufacturers in developing 
high-speed machines with these features. 
The committee recommended that all com- 
panies, when responding to bank requests 
for MICR coding, inform the banks of 
the life insurance industry’s efforts to get 
practical magnetic ink coding equipment. 


Annual Microfilm Convention 


Richard §S. Leghorn, president, Itek 
Corp., Waltham, Mass., will deliver the 
keynote address at the 10th Annual 
National Microfilm Assn, Convention in 
the Sherman Hotel, Chicago, April 4. His 
address, “Impact of Modern Technology 
on the Science of Graphic Reproductions,” 
will open three days of talks and panel 
discussions on all fields of microreproduc- 
tion. The program and more than 100 
exhibits of microreproduction equipment 
is expected to draw an attendance of more 
than 1200. 


AREA Annual Conference 


Practical aspects of records manage- 
ment will be the theme of the 4th An- 
nual Conference of the Assn. of Records 
Executives & Administrators, Hotel Roose- 
velt, New York, May 1-2, according to 
John Porter, IBM corporate records ad- 
ministrator and chairman of the meeting. 
The program will feature seminars on 
practical aspects of records management 
and an address on the specifics of records 


keeping. 
AMA Purchasing Div. 


A new division of American Manage- 
ment Assn. will be concerned with the 
management of more than $150 billion of 
purchases made annually by business and 
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It’s the latest, greatest achievement in 
movable partitions! Comes in 5 wood- 
grain finishes and 4 pastel colors of 
stain-resistant, easy-to-care-for plastic- 
finished Marlite that you mix ’n match 
to your heart’s content. 


And Workwall is economical! Its one, 
exclusive patented system accommodates 
any elevation from 42-inches to 12-feet. 


Dealers in All Principal Cities. 


* 
FJ] worn w BS “eo Bg 
MOVABLE PARTITIONS AND PANELING 


Division of L.A. DARLING COMPANY 
Bronson, Michigan 








with WORKWALL 
plastic-finished Marlite 


partitions that move 


and work...in 9 different 


co/or-coordinated 


finishes! 


Perfect for offices, industry, institu- 
tions, schools—wherever changing con- 
ditions require the flexibility of color- 
coordinated movable partitions. 


Write now for our free catalog... and 
see for yourself how high-style movable 
partitions can be individualized at a low, 
low price well within your budget! 


Coupon below brings catalog that tells all! 


Workwall lends itself to 
numerous interior 
applications you should 
ask your dealer about. 


WORKWALL DIVISION, Dept. 95 
L. A. Darling Company, Bronson, Michigan 


Please send Workwall Catalog No. 500. 


Name____ 


ae 
EEE —— 
City iecalhdntacaaticinansdtin 


eeeeeeeeeseeeeeee 
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NEW! 


GOODKIN HORIZONTAL 18” CAMERA 


High-speed quality production without devouring space .. . 


only $895 


Goodkin’s new Horizontal obeys every requirement for pre- 
cision production of line and halftone work plus the first- 
step needs of Ektalith, Gevacopy and Xerography. Below are 
some of the key features. For the complete story, write 
us today. 


e Requires just 60” x 25” of floor space; ideal for operation 
inside or out of darkroom 


Individually calibrated f6.8-45 lens enlarges or reduces 
up to 300%; covers 14” x 18” focal plate area 

Each of four reflector flood lamps can be rotated full 
360°; once set, need for repositioning is practically nil 





Special focus system assures ultimate in accuracy; ball- 
bearing guide wheels and rack-and-pinion track system 
permit smooth travel; eye-level loading and shooting 


Stondord equipment: Lens, lights, timer and film holder. Priced slightly higher Denver ond West 


GOODKIN 


The M. P. Goodkin Co. Dept. A 112 Arlington Street Newark, New Jersey 


GOODKIN 





industry. This Purchasing Div., which will 
present mere than 50 seminars in 1961, 
is headed by Andrew M. Kennedy Jr., vice 
president, purchasing and traffic, Westing- 
house Electric Corp., who will preside 
over a planning council of 25 executives 
in the purchasing field. David J. Secunda, 
AMA vice president and general manager 
for program, said it was the first division 
to be formed by AMA in five years. 


Unhappy Prediction? 


The continuing revolution in office de- 
sign, equipment and techniques may elim- 
inate the private secretary in the next sev- 
eral years, ruefully predicts Godfrey Dal- 
lek, president, Dallek Design Associates, 
who explains it this way: Sharply rising 
rental costs in Manhattan and other office 
centers place an increasing premium on 
the efficient use of office space. Secre- 
tarial pools require far less space than 
individual allotments for each private sec- 
retary. The need for proximity between 
executive and secretary, which used to be 
a requisite of office design, is fast dimin- 
ishing. The use of dictating and tran- 
scribing equipment will take over from 
shorthand and Stenotyping. Push-button 
telephoning, probably with built-in pro- 
tection against unwelcome callers, will re- 
duce the need to have a girl within shout- 
ing distance. Conveyors could take over 
the function of filling the in-box and 
emptying the out-box. 


Widening Use of Computers 


The medical profession is beginning to 
use digital computers to gather data on 
patients, it was reported at last month’s 
winter meeting of American Institute of 


Electrical Engineers in New York. In a 
system created for the U. S. Air Force, 
physical chemistry of the entire human sys- 
tem is simulated on a computer, which 
covers 53 interdependent variables in- 
volved in human breathing and blood cir- 
culation. Attempts also have been made 
to design computer circuits to mimic some 
aspects of the processes of human thought. 
Last year saw a rapid expansion in the 
use of computers in industrial process 
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control and other applications, according 
to another report. It was estimated that 
approximately 20 plants used digital com- 
puters last year, either to monitor produc- 
tion or guide and coordinate an overall 
production process. At Louisiana Power 
& Light Co., a digital computer was run 
day and night for six months to guide 
operation of a power plant. The com- 
puter was idle, for maintenance and re- 
lated reasons, less than 1% of the time. 
Use of digital computers is most ex- 
tensive in the petroleum and chemical in- 
dustries, with electrical, steel and other 
heavy industry as runners-up. 


Government Accountants to Meet 


The tenth annual national symposium 
of the Federal Government Accountants 
Assn. will be held May 18-20 at the Hotel 
Shoreham, Washington, D. C. Charles A. 
Phillips, director, data systems research 
staff, Department of Defense, is chairman. 
“Changing Dimensions of Financial Man- 
agement” will be the theme, and top gov- 
ernment financial administrators will dis- 
cuss new concepts in managerial equip- 
ment. Daytime technical sessions and ex- 
hibits will be open to the public. 


Unemployment Tax Rise 


The rise of unemployment has brought 
employment tax increases to employers, 
the Commerce Clearing House, Chicago, 
reported. States requesting higher rates 
are: Alabama, Alaska, California, Colo- 
rado, Delaware, Florida, Idaho, Maine, 
Missouri, Nebraska, Nevada, New York, 
Oklahoma, Tennessee, Virginia and Wy- 
oming. This announcement came as the 
Labor Dept. reported that national un- 
employment in January rose to 5,400,000, 
an increase of 850,000 over December. 
This amounted to 6.6% of the total work 
force. Some of the nation’s largest cities 
have been added to the depressed areas 
list (cities with over 6% of the work force 
unemployed) including Los Angeles, Phila- 
delphia, Cleveland, Baltimore, Kansas 
City and St. Louis. Detroit and Buffalo 
were among cities where up to 12% are 
unemployed. 
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tried Codo 
Silk Ribbons? 


~ MANUFACTURING CORP. =—- | 


; DEPT. O 
| Leetsdale, Pa. 
| Please send samples 
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Employee “‘Goes Sour’”’ 


(Continued from page 18) 


of standards, and then another, are 
applied to the job. Applying standards 


| of five years ago to present job per- 
| formance, or measuring an employee’s 


job performance by unrealistic stand- 
ards in a constantly changing environ- 
ment, first very tight and then very 
loose, can make any job appear to have 
gone sour. If job standards are to be 
successful, several important factors 
and conditions must be met. 

First, job standards must be scien- 
tifically engineered for the particular 
job, in a particular company and for 
a particular time. Job standards can- 
not be successfully borrowed unless all 
the conditions present in the first in- 
stance are duplicated in the second ap- 
plication. The effectiveness of job 
standards has been sabotaged by sloppy 
engineering, degrading the value of 
standards in the eyes of employees and 
management. 

Second, management must give more 
than mere lip service to the importance 
of properly engineered job standards. 
Management must wholeheartedly en- 
dorse and boost the use of job stand- 
ards, if employees are to accept them. 
A tongue-in-cheek endorsement of 
standards will not fool employees. 
Management’s endorsement must be 
genuine. 

Third, employees must be acquainted 


| with job standards, sold on the fairness 


of standards, and encouraged to accept 


| them. They must be sold, as well as 


told, of the purpose and value of the 
standards to each individual employee. 


_Job standards must be permitted to 
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prove themselves in actual practice. 
Finally, job standards must be kept 
current to be effective. Whenever the 
methods, materials or machines on a 
job are changed, standards may need 
to be adjusted to conform to the new 
conditions. At least, standards should 
be reviewed and evaluated against the 


changes. Permitting standards to lapse 
is a tacit admission to employees that 
management is not fully sold on the 
value of job standards. 

Misapplication of Evaluation Tools. 
The right man may have been selected 
by management for a job, the methods 
and procedures may be correct for the 


ALL THUMBS? 


TRY EVANS’ 


TACKY-FINGER! 


It's the modern fingertip moistener that speeds up paper handling. 


Stainless — odorless — greaseless . . 


. it makes messy sponges and 


clumsy finger guards obsolete. One application lasts hundreds of 
sheets. Try it today! Send $6.00 for a dozen boxes or get two 
trial boxes for $1.00. See your dealer or write: 


Evans Specialty Company, Inc. 
P. O. Box 8128, Richmond, Virginia 


15 | 
om A 


THE ERASER CO., INC., 1068 S. Clinton St., Syracuse 4, N. Y. 


A light touch removes a single letter, or a word—quickly and neatly— 
without carbon shield. Beautiful life-time plastic case, reloads with 
long-lasting FybRglass Refills (2 for 25c) in 15 seconds. Order from 
dealer or send 50c and dealer’s name. 
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AUNDERS 


mG. CO., INC. 





MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 





P. O. Box 243, Winthrop, Maine 
WEATHERPROOF 


LIGHTWEIGHT 


SEND FOR 
NEW CATALOG 


For More Information Circle No. 290 
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RITE-LINE coprnotiper 


SAVES EYESTRAIN TAKES COPY UP TO 20° 
© PROMOTES ACCURACY «HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 

© UNE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER | 


RITE-LINE CORPORATION 
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pil'TEREX 


TYPING 
EFFICIENCY 


THE LETTEREX CORPORATION 
Washington 24, D. C. 
a division of Allied Paper Corporation) 
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Now secretaries can rest 
easier when they make an occasional error— 
with SNOPAKE on the job. It’s a marvelous 
new white opaque paint that is flexible, easy 
to apply and amazingly fast drying. Merely 
paint over the error with SNOPAKE, let 
dry for an instant and then right over 
the area. The result-—a smooth, perfect job. 
Designed especially for typing for photo- 
graphic reproduction—Offset, Xerox, etc. 
Artists, too, find SNOPAKE far superior to 
any opaquing solution now known. See your 
dealer. If he can’t supply you, send $1.00 for 
tri 


For More Information Circle No. 286 _ 
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‘its any typewriter 
blest, fastest, best 


WRITE FOR CATALOG 


mechanical 
enterprises inc. 


Arlington 2, Virginia 
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time, and scientifically engineered job 
standards may be available to measure 
the productivity of the employee—yet 
the job seems to sour. What’s the 
answer? Maybe management has mis- 
applied the evaluation tools and tech- 
niques. 

Some common errors in the applica- 
tion of evaluation techniques are a lack 
of objectivity in rating employee pro- 
ductivity, bias, 
the halo error, 
favoritism, nepo- 
tism, prejudice 
and other equally 
odious mistakes 
of management. 

“Miss Wackel- 
baum,’’ com- 
plained the har- 
assed office super- 
visor, “you have 
been here only 
two weeks and al- 
ready you're one 
month behind in 
your work!’’ 
More than a little 
soul - searching is 
needed by a rater 
before he begins 
to evaluate the 
work of an em- 
ployee. 

An employee 
can go sour on 
his job, it is per- 
fectly true, with- 
out any assist- 
ance from man- 
agement or other 
employees. Su- 
pervisors should 


Dual Pedestal Desk 


goto 
ieH 


SO 


pe 
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ma"? 





Corres-File (spay) 


Multiple — Desk Rotary 


A’ 
WASSELL OR 


systematically analyze every instance 
lest an injustice be committed because 
of management errors. Poor selection, 
changing job methods, mirage job 
standards, outdated or inadequately 
engineered standards, and improper 
application of evaluation techniques can 
cause a job to go sour. Don’t roll out 


the portable guillotine until you are sure 
the employee is to blame! 


Single Pedestal 
Rotor-File Desk 


NEW PROFITS 
with WASSELL WORK 
ORGANIZERS 


Wassell revolving files bring the 

work to the clerk: 

¢ Turn walking hours into 
working hours 

¢ Save up to 50% of filing time 

¢ Increase accuracy, efficiency 
and clerk morale 

And another big saving: Wassell 

Work Organizer revolving files save 

up to 40% in floor space. Send 

for your free literature on Work 

Organizers for the Sixties. 


ee ef fe © @ @ 


GANIZATION INC. 
ensaeest 
DEPT. 0-3, WESTPORT, CONNECTICUT 
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Monroe Top Command Posts 


Fred R. Sullivan, president, Monroe 
Calculating Machine Co., Div. Litton In- 
dustries, was named a senior vice president 
of Litton and, at the same time, elevated 
to the post of chairman of the board and 
chief executive officer of Monroe. The 
announcement was made by Charles B. 
Thornton, president and board chairman 
of Litton. Succeeding to the presidency 
of Monroe is Franklin B. Lincoln, Jr., who 


Fred R. Sullivan F. B. Lincoln Jr. 


resigned as Assistant Secretary of Defense 
at the close of the Eisenhower administra- 
tion. Mr. Lincoln also was appointed a 
vice president of Litton, Mr. Thornton 
said. Mr. Sullivan was a director and 
vice president of Litton since 1957, and 
will continue his headquarters at the Mon- 
roe administrative offices in Orange, N. J. 
He joined Monroe in 1934 and became 
controller in 1949. In 1951 he was elected 
a vice president, assistant to the president 
and a director, becoming president in 
1953. Mr. Lincoln was chief fiscal officer 
in the Department of Defense and financial 
advisor to Secretary Gates. On Jan. 17 
he was awarded the Department’s Dis- 
tinguished Public Service Medal. 
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Marketing Vice President 


Appointment of 
Carl P. Ray as vice 
president of market- 
ing for Royal Mc- 
Bee Corp. was an- 
nounced by Fortune 
Peter Ryan, presi- 
dent. He succeeds 
H. Carl Davis, who 
was senior vice pres- 
ident of marketing. 
Mr. Ray joined 
Royal McBee in 1959 as administrative 
assistant to the president, following 21 
years of executive experience in the busi- 
ness machines industry. Later that year 
he was elected vice president, sales, and in 
1960 became vice president—subsidiary 
operations. Mr. Davis is retiring after 32 
years with the company, in which he 
rose from sales representative to presi- 
dent of McBee Co., and then to senior 
vice president of Royal McBee. He is a 
member of the Royal McBee board of 
directors and executive committee. 


Carl P. Ray 


National Fiberstok Buys Morris 


National Fiberstok Corp. announced 
that a group headed by Edward L. 
Howard, president, has purchased the Bert 
M. Morris Co., Los Angeles, 21-year-old 
manufacturer of plastic pen sets, ballpoint 
pens, letter trays, memo pads and Mor- 
risharp electric pencil sharpeners. Bert 
M. Morris Co. will warehouse National 
Fiberstok fiber envelopes, binders, folders, 
and handle sales in the west; Morris 
products will be warehoused at National 
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MODERN 


ELEVATOR STAND 
VALUE Far above THE PRICE 


QUIET unpercoatep To ABSORB NOISE 


| MORE FOR 
_... YOUR MONEY 


All steel 
Power pedal 
Rattle proof — quiet 
2 drop leaves 
Elbow-type arms 
Tubular legs 
@ Soft rubber casters roll smoothly 
@ One foot adjusts for uneven floors 
@ Baked enamel finish; also available in colorful 
wood-grain plastic tops. 
EXCLUSIVE FEATURE: 1-piece leg bracket 











NO. 1695 

MASO MASO elevator stands are ideal for electric 

SPECIAL - typewriters, adding machines, calculators and 
other office equipment. 





CHOICE OF COLORS a EF ( 
Mist Green . Se f 


Gray Pe A ‘ 
Desert Tan 
a Exclusive 


Olive Green ~ 
Brown One Foot Adjustable | Continuous Piano Hinge Power Pedal 


FOR COMPLETE INFORMATION-MAIL COUPON TODAY 
PSS SSCS SSS SSS SSS SSS eases 
Interstate Metal Products Co., Inc. 1 


Established 1933 (Office Equipment Division) 


666 Lake Shore Drive, Chicago 11, Ill. 
Other EXTRA VALUE products 
by INTERSTATE include a 
wide variety of bookcases, 
storage cabinets; steel elevo- 
tor-type stands for heavy 
business machines; office util- 
ity stands, plastic chair mots. (City) (Zone) (State) 

For More Information Circle No. 334 
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Please send us FREE Office Equipment Catalog and price 
list on MASO quality products. 


COIN secmneeesisitcninpniinlnnial 
FOUR cctcbietiptteines 
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ADDRESS _ __ 








‘...unmeasured service to 
a distinguished list 
of customers.” 


We are proud that the 

superior quality of our products 
has earned us the friendship of so 
many fine firms, and we take 
extra pride in meeting their 
special requirements with 

care and promptness. 


We at Colonial will be happy to 
discuss your special requirements 
... May we hear from you? 


Specialists in the manufacture of 
spirit master units, spirit carbon, hand cleansers and fluids. 


olonial Carbon Company ie cine 


Serving the wholesale trade exclusively 





Fiberstok in Philadelphia and sold by its 
sales organization in the east. Mr. Howard, 
who will serve as president of the Morris 
company, stated that sales forces of both 
firms will be enlarged, new products de- 
veloped. L. C. Owen, was elected oper- 
ating vice president of Bert M. Morris Co.; 
Lee Schaeffer, long associated with Morris, 
will continue in sales administration. 


Geloso Sales Manager 


Ss. J. Spector, 
president, American 
Geloso Electronics 
Inc., announced the 
appointment of S. P. 
Bland as_ general 
sales manager. He 
will direct the mar- 
keting and sales of 
the complete line of 
Geloso  StenOtape 
Dictating Machines, 
Tape Recorders, Transeophonic Intercoms 
and the new Remote-Tape. Mr. Bland 
comes to his new position from Reming- 
ton Rand where he served 11 years in 
various marketing and sales capacities, 
including national dealer sales manage- 
ment. 


S. P. Bland 


Keller Heads Coaters Assn. 


Robert K. Keller, vice president, Keuffel 
& Esser Co., Hoboken, N. J., was elected 
president of the National Assn. of Blue- 
print & Diazotype Coaters. Also elected 
were F. John Cushing Jr., Cushing & Co., 
Chicago, vice president, and B. K. Elliott 
Jr., B. K. Elliott Co., Pittsburgh, treasurer. 


Eberhard Faber Ad Manager 


Eberhard Faber Pen & Pencil Co. 
named Russell H. Williams Jr., advertising 
and sales promotion manager, it was an- 
nounced by John D. Horne, vice president 
in charge of marketing. Mr. Williams, 
who succeeds Harry E. Fischer, who was 
appointed sales manager of the newly 
formed Eberhard Faber Premium Sales 
Co., has been with Eberhard Faber ap- 
proximately five years, as assistant adver- 
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tising & sales promotion manager. Thomas 
A. Walsh was promoted from advertising 
production manager to assistant advertis- 
ing manager. 


Litton Buys A. Kimball Co. 


Acquisition of A. Kimball Co., manu- 
facturer of point-of-sale punch-marked 
tags and related equipment, by Litton 
Industries was announced jointly by Fred 
Sullivan, chairman of the board and chief 
executive officer of Monroe Calculating 
Machine Co. Div. of Litton, and George 
R. Brown, president, United Shoe Ma- 
chinery Co., Boston, of which Kimball 
was a subsidiary. Mr. Sullivan said this 
will expand Monroe’s line of point-of-salé 
equipment systems which includes Mon- 
roe/Sweda Cash Registers. United Shoe 
will continue to make the basic punch 
marking machines for Monroe. Kimball’s 
overseas business will be handled tempo- 
rarily by United’s subsidiary companies 


‘pending a new marketing program by 


Monroe. 


Goodkin Sales Post 


M. P. Goodkin 
Co., Newark, N. J., 
announced appoint- 
ment of Garold E. 
Sitts as regional 
sales manager for 
its line of projec- 
tors and _ process 
cameras for the of- 
fice and graphic arts 
fields. Mr. Sitts will 
service customers 
and dealers in 15 eastern and midwestern 
states and eastern Canada. His back- 
ground includes seven years as sales engi- 
neer with American Type Founders and 
as a marketing consultant to manufactur- 
ers in the electronics and chemical fields. 


Garold E. Sitts 


Recht Forms Coast Firm 


William Recht, president, William Recht 
Co., New York, announced formation of 
Rexon Corp., 319 E. Washington Blvd., 
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Los Angeles. The new corporation will 
distribute Rexon offset blankets, Kwik 
blanket fix, Veladamp roller covering and 
Rexite rubber stereotypes in California, 
Oregon, Washington, Arizona, New Mex- 
ico, Idaho, Utah and British Columbia 
under presidency of Carl A. Turk Jr., 
formerly of Ortman-McCain Co. 


Smith-Corona Names Fuller 


Morris C. Fuller has been appointed 
national sales manager, consumer prod- 
ucts, western U. S., for Smith-Corona 
Marchant, Inc., it was announced by 
Leslie C. Overlock, vice president, mar- 
keting. Mr. Fuller was sales manager of 
the former portable typewriter division. 
He joined the company in 1947, later be- 
came district manager for the Spokane 
area. In 1948 he was the first wholesale 
salesman for the western region, and in 
1951 he took over wholesale sales in the 
Los Angeles area. From 1955-58 he was 
branch manager in Dallas. 


Univac Promotions 


Frederick M. Hoar 
was named direc- 
tor of advertising 
and public _ rela- 
tions for the Univac 
Div., Sperry Rand 
Corp., and will be 
responsible for all 
media advertising, 
press relations, 
house publications, 
audio - visual aids 
and business show participation, according 
to Gordon Smith, director of marketing. 
Mr. Hoar was formerly director of pub- 
licity and promotion at Burroughs Corp. 
and prior to that was west coast public 
relations representative for Burroughs 
and public relations manager for its Elec- 
troData Div. Harold R. Hungerford was 
named assistant director of marketing for 
the Univac Div., Sperry Rand Corp., to 
supervise field sales organization, industry 


NOM 


INTERNATIONAL BUSINESS FORMS offers: 


INTERNATIONAL BUSINESS 
'NCORPORATEDO 
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SNAP APARTS AND 
CONTINUOUS FORMS 
FROM INTERNATIONAL 
BUSINESS FORMS 


QUALITY Forms, produced on modern rotary 
equipment — sold only through our dealers. 
COMPETITIVE Prices—liberal dealer discounts 
—You're “in the running"’ with an IBF Quote. 
Quantity advantage, too! Orders accepted for 
only 2500 sets of Snap-Aparts—NEW POLICY! 
DELIVERY PROMISES you can count on. Try 
us on one job and see! 

EASY-TO-USE PRICE LIST—Anyone can make 
estimates with a little practice. 

RAPID QUOTATION SERVICE—Your quotation 
requests handied AT ONCE. Same day if 
specified. 

Write New Dealer Dept. 1 today for complete 
information on this profitable line. Try 
International. We are confident of our ability 

to satisfy the Dealer and his customer! 


1600 E. 26th ST. LITTLE ROCK, ARK. 








Our Snap-Apart Forms have been 
a standard of quality for years. 
For fine printing; just right 
“snap-apart’’ action, they are 
unexcelled. INTERNATIONAL BUS- 
INESS FORMS snap-aparts assure 
customer satisfaction. 


Continuous Forms, TOO! Now— 
offer your customers Continuous 
carbon-interleaved forms — Line 
Hole Punched Tabulating; pasted; 
or stapled—up to 10 parts. In 
Continuous as in  Snap-aparts, 
International means quality — at 
the right price. 
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marketing group and Univac service cen- 
ters. He joined the company in New 
York in 1927 and was branch manager 
in several cities. Since 1959 he has been 
advertising and sales promotion manager 
for the Univac Div. 


Foto-Graphic Products Moves 


Foto-Graphic Products Co., Minneapolis, 
is now a division of Charter Design & 
Mfg. Corp., and located with its parent 
organization. Lawrence Zamor, formerly 
president of Foto-Graphic Products and 
now president of Charter Design, an- 
nounced appointment of Gene Koblas as 
manager of the Foto-Graphic Products 
Div. The move by Foto-Graphic Prod- 
ucts was made in order to expand. As a 
division of the larger firm, it will manu- 
facture new products in addition to its 
Foto-Riter Typesetter. 


GE Computer Dept. Expands 


General Electric’s computer department 
announced plans for a $4 million addition 
to its manufacturing and headquarters 
facility in Phoenix, Ariz. The expansion | 
will add approximately 190,000 sq. ft. to | 
the existing 204,000 sq. ft. manufacturing 
and administrative building. The present 
building is an L-shaped structure. The 
addition will square off the existing build- 
ing, giving overall dimensions of 432 ft. 
deep by 648 ft. wide and include cafeteria 
expansion. Occupancy is expected the 
end of the year. 


Improved Electric 
RIBBON TESTER 


with counter and speed 
control. Also tester for 
office, salesmen and fac- 
tory use; one-color rib- 
bon inker, floor type; 
electric ribbon spooler, 
bench type; 3-ply car- 
bon paper roll rewinder, | 
electric floor model, | 
does many 





different | 
types of rewinding. 


F. SIMONYE, Lambertville, New Jersey | 
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“OFFICE 
AIDS OFFER MORE 


value, features, profit! 


IDEAL SANITARY MOISTENERS. Lick 
moistening problems easier, faster, bet- 
ter. Free-wheeling roller operates si- 
lently, unfailingly. Complete line. 


€ 


Horizontal Flexible Steel Kleradesk 


“Build Up’’ 
Desk Tray. In letter and —Moael D. Occupies min- 


legal sizes; colors. imum desk space. 


Flexible Steel 
Kleradesk — 
Model 6V 


Adapto-Rack 
Sectional 
Organizer 


File-A-Sist 
Speeds 


“Capillary Action'’ 
for Catalogs Handi-Pen 
and Books Desk Sets 


Write today for full information and prices. 


No-Over-Flo 
Sponge 
Cup 


12-3 Sengbusch Building 
Milwaukee, Wisconsin 
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SAVE YOURO SOOO 
TYPIST VERO @O OE 


2) HOURS@@8ee 
NO MORE ERASING! 
NEW KO-REC-TYPE 

CORRECTS ERRORS IN SECONDS 


Hold a chemically treated strip of Ko-Rec-Type 
over the error, retype the error and presto it 
disappears. No messy erasing. 














One package corrects over 3,000 errors 
Ko-Rec-Type and Ko-Rec-Copy (for correcting 
carbons) each only $1.19. 


Mail your order with check enclosed to: 
N.E.A. CARBON AND RIBBON CO. 
33-26 92nd St., Jackson Heights 72, N.Y. 
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STEVENSON & SMITH, INC. © 


LEADING MANUFACTURERS | 


coast, by. sateteadi ‘Busin 
© ou systems analysts. 


n Write for name of your nearest 
representative. 


INC. 


ERSEY 


STEVENSON & SMITH, 
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Protect Your Valuable Records 
EVER-SAFE TABULATING 
CARDTRAYS — 


Desk High — Stores 

26,400 Tabulating Cards 
FIRE PROTECTION—For irreplaceable 
TABULATING CARDS—ONLY Ever-Safe 
Tabulating Card Trays can be stacked 
two high and two wide (4 Trays per 
drawer) in our Underwriter's Class C or 
D Insulated Legal Size Filing Cabinet. 


Write for complete information and 
prices 
EVER-SAFE CO, Inc. (Div. Schwab Safe Co.) 
Lafayette, Indiana 
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MAGNETIC 
CONTROL| 
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MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 


Simplest Control for 

Sales e Production 

Charts e Personnel 
a e a 


PRICES & 
BROCHURE 
OF-3 


Priced From 


*38 


INCLUDING 
MAGNETIC 
ELEMENTS 


Visual’ ‘Preventation 


COLORFUL. MAGNETS 
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sae FREE 


GET THE “oe” bone ON REQUEST 


|Methods Research re 





105C Willow Avenue, Staten Island 5, N. ¥ 
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More than 600 business executives from 
the northeast attended an open house to | 
celebrate the 50th anniversary of Monroe | 
Calculating Machine Co., Orange, N. J. 
Visitors saw the largest collection of 
figuring, data processing machines and 
electronic devices ever assembled by the 
company. Here, Harry Wilkins (left), 
Monroe assistant accounting machine sales 
manager,. explains. the. Synchro-Monroe 
Card Punch Verifier to Tung Sol Electric 
executives R. G. Callanan and Charles 
Falk. 


Halverson Lease Plan 


Halverson Products Co., 1051 N. 
Paulina St., Chicago 22, announced that 
its new electric automatic collator is avail- 
able for $63.75 per month on a three-year 
lease plan. The Halverson eight-station 
collator works at a speed of 480 sheets 
per minute. It delivers complete criss- 
crossed sets, jogged and counted in the 
delivery tray. Additional information is 
available from the manufacturer. 


Standard Products Elects Weber 


William H. Weber was elected vice 
president of Standard Products Corp., it 
was announced by Fred Barning, president. 
Mr. Weber, formerly technical director, 
will direct the firm’s research and develop- 
ment. In addition, he will supervise cus- 
tomer technical services. 


Royal McBee Appointments 


Royal McBee Corp. named Robert S. 
Miller as director of quality, products and 


services, to head a corporate-wide pro- 
gram concerned with total product reli- 
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| CERTIFICATES 


START WITH 


GOES LITHOGRAPHED 





BORDERED BLANKS 


PRODUCED IN 2 OR 3 COLORS . 


DESIGNS . . . CHOOSE FROM OVER 
1683 DESIGNS 


Dame 
YOUR COPY 


fOr OVERPRINT ss oxe core 


HIGH QUALITY, LOW 
COST, COLORFUL 


COUPONS ENCLOSURES 

DIRECT MAIL RESULT PULLERS 
INSTRUCTION CERTIFICATES 
INSPECTION CERTIFICATES 
MEMBERSHIP CERTIFICATES 
FUND VOUCHERS ORDER FORMS 


Your printer can show you the ‘many 
Goes Lithographed Bordered Blanks 
to fit your every need. 


Goes 


LITHOGRAPHING 
COMPANY 


42 WEST 61st ST. 
CHICAGO 21 
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GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS ¢ 


A LOW-COST “CONVOY” § 
e STORAGE FILESe 





at é 
All your semi-active 


are instantly available. 
money-saver today! 


Rigidized permanent 


or inactive records 
What a time and 


Drawer and Shell 


construction eliminates shelving and costly| 


searching (the biggest item). 
All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 


Sizes: letter, legal, check, 
deposit slip, tab card ; 
10 others. 

Manufactured by 

CONVOY, Inc., 

Canton, Ohio 
Distributed nationally by 
EN 


DISTRIBUTORS 
BOX 483-H, MASSILLON, OHIO Ph. TE 2-2166 
For More Information Circle No. 273 








Order from your dealer, printer or stationer. Ask for FREE 
Transkrit Specimen Portfolio — chock-full of ideas, 
samples, including magnetic ink encoded checks. 


TRANSRRTT (pecs. 


NATIONWIDE SERVICE THROUGH DEALERS EXCLUSIVELY 


704 Broadway, New York 3, N. Y. » GR 7-6700 
633 Plymouth Ct., Chicago 5, ill. - HA 7-0247 














ability and service quality. The program, 
according to F. P. Ryan, president, is 
aimed at insuring continued customer sat- 
isfaction. With Royal McBee since 1947, 
Mr. Miller has served as customer service 
manager. He previously held the posi- 
tions of secretary and assistant to the pres- 
ident. 


Bunn Appointments 


An expanded re- 
search and engineer- 
ing department has 
been established by 
B. H. Bunn Co., 
Chicago, manufac- 


| turer of tying ma- 
| chines. Heading the 


department is Doug- 
las A. Gregory, vice 
president, who is ob- 
serving his 42nd 
year with Bunn. Previous to his appoint- 
ment as vice president, he was plant 
superintendent. Two other promotions 
were announced: George P. Hazard from 
machine designer to purchasing agent and 
assistant to the general manager. Joining 
the company was Bruce B. Wallace as 
plant manager. 


D. A. Gregory 


Old Town Names Brown 


Appointment of Morton A. Brown as 
midwest regional manager was announced 
by Old Town Corp., maker of carbon 
papers, inked ribbons, spirit duplicating 
machines and supplies. Mr. Brown was 
marketing manager of supplies for Under- 
wood Corp. and for seven years prior to 
this general sales manager of Curtis- 
Young Corp. 


Dallas Credit Conference 


The 34th Annual Credit Conference of 
the Stationery, Office Furniture, School 
Supplies & Allied Industries will be held 
at the Statler-Hilton Hotel, Dallas, May 
10-12. Speakers will discuss problems of 
timely interest and opportunity will be 
given for exchange of opinions. Willis F. 
Riley, Ennis Business Forms, Inc., Ennis, 
Texas, is chairman. 
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REBUILT & GUARANTEED ‘\iaaaoneat 


TAA At» 65% 


COMPTOMETERS, TYPEWRITERS 
‘ Cost 
OFFSET and DUPLICATING MACHINES Off the hi es 
of New Machin 


DEALERS" DISCOUNTS ask for 24-page Illustrated Catalog 


choice of thousand SELECT ROUGH Machines 
affiliate of ADDRESSING MACHINE & EQUIPMENT CO., INC. 


INTERNATIONAL OFFICE APPLIANCES, INC. 


Department Store of Office Machines 
326 Broadway, New York 7, N. Y. WOrth 2-3200 


For More Information Circle No. 222 


Every Model at 











SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 
ve EASTERN NUMBERING HORDER’S, INC. CARPENTER PAPER CO. 
MACHINES Horder Building Omaha 2, Nebraska 


801 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, Ill. Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 223 
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CLEAR EXTRUDED PLASTIC | Delegated Authority 


Index Tabs ¢ Price Tags @ Etc. 
In Transparent Colors Too! 


More than a million pounds of these 
modern plastic components have been 
furnished to the office equipment in- 
dustry to date. , 

We design and make dies‘for extruded 
plastic protective transparent covers, 
holders, file tabs. 


Consult with us on your requirements. 


COMPANY 


2209 Peninsula Drive, Erie, Pa. 


For More Information Circle No. 400 
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(Continued from page 160) 


tem to do the work If the delegating 





authority feels it more practical to re- 
tain the authority at his level, or to 
delegate it to another department be- 
cause of the “homogeneous grouping of 
work” concept, or some other reason, 
then the requester’s problem is solved 
in that he is not charged with a re- 
sponsibility he thought was his. In any 
event, the question has been resolved 
by the highest authority. 

2. Assuring Complete Accomplish- 
ment of Functions. Is everything, that 
I am responsible for, being accom- 
plished? To readily answer this ques- 
tion, one has but to ascertain whether 
he has redelegated all the authorities 
given him and then question those pos- 
sessing the redelegated authorities as to 
the status of their functions. 

3. Organizational Analysis. Have I 
assigned responsibility for accomplish- 
ment of functions logically according 
to homogeneous groupings and avail- 
able skilled personnel? Also, are all as- 
signed functional responsibilities actu- 
ally contributing to direct work ac- 
complishment or support? These ques- 
tions can be answered by extracting the 
various delegations from the listing and 
placing them, as currently assigned, un- 
der each subordinate title, screening 
them in light of the question. It may 
amaze you how responsibilities for cer- 
tain functions have been inappropriately 
assigned. These will figuratively pro- 
nounce themselves to you. Certain 
other functions will cause you to ques- 
tion their necessity. 


4. Personnel Appraisal. How well 
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New... Versatile 


<(Q!> OFFICE HELPERS 


No Desk Should Be Without Them 


SNIPPY A Handy Cutting Instrument 


Combination scissors & 
knife. Ideal letter opener. 
Cuts cardboard, Tr, 
string & other materials in 
her t or curved line. 
pe tweight plastic, 
ided into one piece. 
Completely safe... Uses 
standard, double- edged 
razor blade. 
No. K353 Retail $ .50 
2 ALLHAND PENCIL POINTER 
Lightweigh » eCO- 
nomical. 3 blades for for preci- 
sion points. Cuts wood and 
lead to desired length. Sharp- 
ens lead in lock-type me- 
chanical pencil. Fits com- 
fortably into hand. 


Retell $1.00 For more information on other time- 


saving ALVIN products see your dealer 
or write for FREE catalog today! 


* ALVIN & CO., INC. 
WIN R NN 
g Instruments @ Drawing Equipment @ Designing Aids 
@ Drawing Sets @ Drafting Materials © Measuring Devices 





WHOLESALERS & DEALERS 


Exclusive Territories en! 
Excl 7 t Open! 


Be the Scotty distributor in your 
area. Make the extra profit. 


The pen color is the ink color! 

Medium Point 39c Fine 49c Broad 59c 
Eight Brilliant Colors and Repro Inks 

Every Pen is guaranteed perfect 
Special prices for bids 


Double your net profit with SCOTTY Pens 
and standard refills @© Bulk and single pack 








Write for catalogue sheets and discount on 
other styles of pens and desks sets. 
| 








SCOTTY ENGINEERING CO. \ 


8 Minna Street © San Francisco 5, Calif, 
For More Information Circle No. 413 
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Precision (Inspections Faster With 


Micro-LitE 


NEW HI-EFFICIENCY 7- POWER 
Vluminated macnirirr 


TRY 
10 DAYS 
FREE! 
Inspect 
Halftones 
On Press 
Or Printed! 
Side Opening 
Provided for 
Corrective 
Tooling! 


NOW make precision inspections - ‘Salton or 
presswork instantly, anywhere, with this new 
self-illuminated 7- syed Micro-Lite Magnifier, 
especially designed for graphic arts craftsmen! 
Fine double-lens optical system. Brilliant, shad- 
owless image, needle-sharp definition! Order from 
your 7 gooey arts dealer, or if not available, sent 
postpaid on receipt of price, $9.95. Satisfaction 
guaranteed! Dealers: Write us! 


LITHO RESEARCH, INC. 
14339 36th N.E. Dept. OM Seattle 55, Wash. 


7 a More Information Circle No. 414 


“ PLAN-O-BOARD 


. . the modern, visual con- 
trol system that costs 40% less. 

Keeps information where you can see it. 
Accommodates any system ...wide range of 
accessories, printed or plain, black or white or 
color coded, 
Is fast . . . easy to use 
Costs less .. . from $24. 95 to $39.95 complete, 
including board, flags, symbols, tapes, etc. 

Write today for free 16 page 

catalog and free samples to: 


PLANORAMICS ‘ition 27 Moss 


For More Information Circle No. 415 
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Office 
Equipment 
Manufacturers & 


Exporters: 


Increase 
Your 


Business 
With 
Latin 
America 


fc 
© icina 


REVISTA DE EQUIPOS PARA OFICINAS 
Circulation—Over 11,000 














\ASSAMA aka hanasaaane 
R ». » 


NNUALLY the entire Latin American con- 

tinent will absorb a very impressive 
volume of your products. There are 19 
countries in Latin America where all the 
office equipment and stationery importers, 
distributors, dealers and larger users receive 
La OFicINA. They keep it, refer to it as 
a guide and reference all year long. 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your product in the 
1961 La OFicina. Its advertising rates are 
low—its coverage is complete (circulation 
over 11,000). Your advertising in La OFICINA 
is basic to establishing and building a profit- 
able Latin American trade. 


OFFICE PUBLICATIONS INC. 


232 Madison Ave., New York 16, New York 
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are supervisory or staff persons per- 
forming? This is vitally important 
when considering people for advance- 
ment, and when fulfilling management’s 
inherent responsibility of pointing out 
shortcomings to personnel. How better 
then can one conduct an appraisal than 
by using the listing as a check list? 
5. Staffing Requirements. How many 
people does each department head need 
to accomplish assigned functions and 
tasks? To find the answer to this one, 
take all delegated responsibilities to a 
department head and break them out 
according to the individuals who are 
charged with portions of their accom- 
plishment. Then, in conjunction with 
each individual’s estimate, place an ap- 
proximate annual time requirement on 
each function and task. Such compu- 
tations are not necessarily 100% ac- 
curate, especially for staff people. They 
are, however, a good indicator as to 
overstaffing tendencies by would-be em- 
pire builders and poor planners. Staff- 
ing needs, when conducted in conjunc- 


tion with the grouping and cutting of | 


functions study mentioned in paragraph 
3, can go a long way towards getting 
a streamlined organization best suited 
for accomplishing its work. 

6. Job Sheet Preparation. How can 
job sheets be prepared to accurately re- 
flect what people do? The answer to 
this is most important since, in most 
organizations, pay scales and grades are 
based on the skill and degree of respon- 
sibility exercised by the job incumbent. 
In preparing a job sheet there is al- 
ways the danger of omitting important 
responsibilities, as well as including 
those which a person assumes to be his 
but which, in reality, have not been 
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PROBLEMS 
SOLVED 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature 
HUSH-A-PHONE 


72 Madison Ave. 
New York 16 











CASHERE CORPORATION 


Successor to International Cash Register & Parts Co 


207 E. Evergreen Ave., Mt. Prospect, Ill. 
For More Information Circle No. 255 


An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 


Insist On A 
FUTURISTIC 
GALAXIE 


Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
For More Information Circle No. 256 


FREE 


DIES ano PROOFS » 


meee 














DEALERS 
ea 
DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


For More Information Circle No. 257 
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ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 
Headings On 
Work Sheets 

Accounting & 
Tabulating 
Forms 


INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


For More Information Circle No. 218 


Do You Have 


“DESK- 
SHELF 
MESS?” 


clean it up with a 


VISO-DESKPLATE 


Be rid of dirty, taped and 
torn sheets on your desk 
shelf! The new heavy 
Soba plastic Viso- 
eskplate keeps calen- 
dars, schedules, phone 
lists neat and clean. 
Crystal clear—smooth 
to write on—unbreakable. 
Dirt or ink spots easily 
wiped off. Self-sealing 
i —just lift front edge 
to ge material. Stand- 
ard size 124%” x 15”—special sizes on request. 
ORDER TODAY—SATISFACTION GUARANTEED 


If your stationer does not have Viso-Deskplate, 
we ship postpaid for check with order (or open 
account to rated companies). 

One for $2.95 Six for $16.80 Twelve for $31.85 
Send dealer's name with order. Literature and sample on request. 


D.C. HEY CO., Inc. * 2108 Nicollet Ave., Minneapolis 4, Minn. 

















e offer the top quality line 
W « nylon typewriter ribbons 

in a new and most exciting 
assortment of plastic packagings, to 
a qualified American distributor for 
sale in the U.S. In addition to top 
quality and handsome packaging, 
the appealing prices are sufficiently 
low to guarantee a ready market, 
continuous repeat business and good 
profits to the U.S.A. distributor. 


Ets. L. DELPLANQUE — GUYENNE 


197 Ave. Pasteur, Bagnolet (Seine), France 
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For More Information Circle No. 220 


Wilhelm DreusickexCo KG 


YPEWRITER PARTS AND SP AL TOG 
BERLIN W35 LUTZOWSTR 3 
WRITE FOR FREE COPY OF OUR ILLUSTRATED CATALOG 


For More Information Circle No. 221 
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delegated to him. Again, as in para- 


graph 5 above, he takes the mechanical | 
listing prepared for himself and breaks | 
the segments allotted | 


it down into 
to his people. He should end up 
with the substantive material required 
for the preparation of accurate job 
sheets. If during the preparation of 
each job sheet it is found that a per- 
son has been doing a particular task 
not reflected in the List of Delegations, 
find out if the task was authorized to 
be done by some other person or de- 
partment, and whether the function is 
worth doing. If authority for the func- 
tion is not shown in the listing as be- 
longing to your department, either your 
department has no business spending 
time on it, or the function has been 
wrongly assigned another department. 
In either case, the need for corrective 
action is evident. If the function is not 
deemed important it should be deleted 
from the job sheet and the employee 
told to cease doing that work. 

7. Methods Improvement. Can the 
Listing of Delegations be used to help 
analyze and improve standard pro- 
cedures? Not directly. However, when 
used to isolate and then consolidate all 


plicatory layers of coordination and ap- 
proving authorities which tend to com- 


plicate and hinder administrative proc- | 
| office equipment. 


esses. 


We in the Albuquerque Operations | 
of the Atomic Energy Commission are | 
currently experimenting with the me- | 
You 
too may find such experimentation | 
Certainly the logic in- | 


chanical Listing of Delegations. 


worth while. 
volved appears to be sound. 
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Some Day You May 
Wish You'd Bought This 


NEW 


Auto-Shred 
Now: 


Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
nesne data, specifications and business rec- 
ords of many kinds find their way into un- 
authorized hands—after someone thought 
they’d been destroyed. 


This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 
steel slitters driven by a powerful 1/3 horse- 
power motor, convert correspondence, ledger 


a : : : | sheets, sales-reports and other confidential 
authorities relating to a given function, | aetae I aa sean eae wear 
it may highlight unnecessary and du- | i 
| matic hopper that will take up to 100 sheets 


records into 14” shreds even slicing thru 
hardly know it’s being used. It has an auto- 


of paper at a time and a gravity hand feed 


| for stapled, clipped, pinned or folded papers. 


It’s completely enclosed (positively safe) in 
a gracefully designed fiberglass case that 
matches the practical appearance of other 


Write for catalog giving full 
information and 10 day free 
trial offer. 





SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 


103 Mill Street Salem, Ohio 
For More Information Circle No. 261 
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AN ELECTRIC | 
PENCIL SHARPENER? 


WHO 
NEEDS IT? 


tHE ELECTRO POINTER 


THE WORLD'S FINEST 


Automatic Electric Pencil Sharpener 


Who needs it? You do! Not counting the time you'll save at the office 
“congregating center,” for maybe you don’t count that time, the savings on 
pencils alone will pay for the Electro Pointer in jig time. It sharpens six 
pencils in the time you used to take for one. Lead is pointed, not cut away... 
gives you up to 50% more use out of each pencil. The perfect, nick-free, 
stronger point lasts longer between sharpenings. Who needs it? You do! 


Y 


Write for Information 


1825 MACKLIND AVENUE e ST. LOUIS 10, MO. 











Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 27- 
March 2. 


American Management Assn. Data Proc- 
essing Conference, Statler Hilton Hotel, 
New York, March 6-8. 


National Microfilm Assn., Sherman Hotel, 
Chicago, April 4-6. 


Office Equipment Manufacturers Exhibits, 
Coliseum, New York, April 17-21. 


American Society of Training Directors, 
Hotel Bellevue-Stratford, Philadelphia, 
May 1-5. 

National Assn. of Educational Buyers, 
Chase-Park Plaza Hotels, St. Louis, 
May 3-5. 

National Office Management Assn., Kiel 
Auditorium, St. Louis, May 8-10. 


American Institute of Industrial Engineers, 
Sheraton Cadillac Hotel, Detroit, May 
11-13. 

Insurance Accounting & Statistical Assn., 
Biltmore Hotel, Los Angeles, May 14- 
eB 

New York Stationery Show, New Yorker 
Hotel, New York, May 14-19. 

Federal Government Accountants Assn., 
Shoreham Hotel, Washington, D. C., 
May 18-20. 

National Society for Business Budgeting, 
Statler Hilton Hotel, Dallas, May 25-26. 

National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 18-21. 

National Office Machine Dealers Assn., 
Grossinger’s Hotel, Grossinger, N. Y., 
June 18-21. 

National Secretaries Assn., Biltmore Hotel, 
Los Angeles, July 19-22. 

National Society of Public Accountants, 
Denver-Hilton Hotel, Denver, Aug. 28- 
Sept. 1. 
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Assn. for Computing Machinery, Statler- 
Hilton Hotel, Los Angeles, Sept. 5-8. 


National Assn. for Bank Audit, Control 
& Operation, Conrad Hilton Hotel, Chi- 
cago, Sept. 11-13. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 23-27. 


Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 25-27. 


National Institute of Governmental Pur- 
chasing, Commodore Hotel, New York, 
Oct. 8-11. 


Systems & Procedures Assn. of America, 
Cleveland, Oct. 9-11. 


National 
American Hotel, 
Oct. 23-26. 


National Business Show, Coliseum, New 
York, Oct. 23-27. 


American Institute of Certified Public 
Accountants, Palmer House, Chicago, 
Oct. 29-Nov. 1. 


Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 


Business Forms 
Bal 


Associates, 
Harbour, Fla., 


EVENTS ABROAD 


Hanover Fair, Hanover, Germany, Apr. 
30-May 9. 


Institute of Internal Auditors, Queen Eliza- 
beth Hotel, Montreal, Canada, May 21- 
24. 


National Machine Accountants Assn., 
Royal York Hotel, Toronto, Canada, 
June 28-30. 


Business Efficiency Exhibition, Olympia, 
London, Oct. 2-11. 


Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 
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Denominator Co. 
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Diebold, Inc. ; 
Diehl Calculating Machines, Inc. . 
-... sinner Back wena 


Ditto, Inc. 

Dolin Metal Products, Inc. 
Dresser Products, Inc. 
Dreusicke & Co., K.G., Wilhelm 


Eastman Kodak Co. (Ektalith) 
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Industrial Shredder & Cutter Co. 293 
SRIRIIIIONE ROMOI, 5 anions cnc 0 <0-0cvedede ced 152, 153 
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Inter-Continental Trading Corp. 

International Business Forms, Inc. PEERS 
International Office Appliances, Ma cass kiss ; 
Interstate Metal Products Co. 


Jasper Desk Co. 


Kimberly-Clark Corp. 
Kieen-Stik Products, Inc. 
Koh-I-Noor, Inc. 


Lagomarsino-FAl 
Lassco Products, 

Lee Products Co, 
Lennox Distributors .... 
Letterex Corp. 
Litho-Art Products, 
Litho Research, Inc. 
Ludwig, Inc., F. G 


Maggie Magnetic Visual Aids Corp. .......... 
Manpower, Inc. 
Marchant Calculators Div., 

Smith-Corona Marchant, “Inc. 
Marginator Co. SOR Ma eye ' 
Martin-Yale, Inc. . , Bie | nn 
Master Addresser Co. . 

Mechanical Enterprises, ‘ gs 
Meilink Steel Safe Co, ................, 
Metalcraft, Inc, . 

Metal Specialties, Inc. .. 

Methods Research Corp. . 

Michael Lith Sales Corp. (Destroyit) . 
Michael Lith Sales Corp. er 
Miller-Trojan Co. 

Mim-E-O Stencil Files Co. 

Minnesota Mining & Mfg. Co. 

(Microfilm Products) . 

Minnesota Mining & Mfg. Co. 

Th SRR Se ee 99, 100, 
Minnesota Mining & Mfg. Co. (Thermo- Fax) . 
Modern Partitions, Inc. .... 

Momar Industries ... 
Monroe Calculating Machine Co. 

(Accounting Machine) 

Monroe Calculating Machine Co. 

(Calculating Machine) 

Moore Business Forms, Inc. 
Morris Co., Bert M : 


National Cash Register Co. 

NEA Carbon & Ribbon Co. ... 
Nippo Machine Industry Co., Ltd. 
North American Philips Ce. 
NuArc Co, (Arc Lamps) . 

NuArc Co. (Rapid Printer) . 


Office Publications, Inc. ...... 

Old Town Corp. 

Olympia Typewriters ... 

Oxford Filing Supply Co. 

Ozalid Div., General Aniline & Film Corp. 


.. Inner Front Cover 
SPR | 


Paige Co. ...... 

Paper Manufacturers Co, 
a Welder, Inc. 
Para-Tone, Inc. , 
Parsons Paper Division ... 
Paterson Parchment Paper Co. 
Pee Cee Tape & Label Co. 
Perry-Sherwood Corp. 
Photorapid Corp. 
Photostat Corp. 
Pitney-Bowes, Inc. 
Pitney-Bowes, Inc. 
Pitney-Bowes, Inc. 
Planoramics ... 
Plastic Binding Corp. 


' (Folder & inserter) 
(Postage we) ; 
(Scales) 
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REE SS RS eo oie ee 
Polyclair, Societe .... 

Port Huron Sulphite & ‘Paper Co, 

Posting Equipment Corp, 

Precision Mfg. Co. ... 

Print-O-Matic Co. 

Pronto File Corp. 


Recordplate Co. ... ve 
Regna Cash St a Inc. . 
Renneker Co., H. 
Rite-Line alg ‘ae 4 
Rogersnap Business Forms 
Rol-Dex Division .............. 
Rose Ribbon & Carbon Mfg. Co. 
Ross-Martin Co. 
Royal McBee Corp, (Poster) 
Royal McBee Corp. (Royaltyper) 
so McBee ag — ° 

nore al Metal Mfg. 

bermaid, Inc. 


S & M Distributing Co. . ij 
SADA S.P.A. Duplicatori ed Affini .. 
Seunders Mfg. Co. = 
Schweitzer Division, Peter J. 
Scott-Rice Co. 
Scotty Engineerin 
son usch Self-C 
(Kleradesk) 

Sengbusch Self- enna Inkstand Co. 

(Moisteners) .... ; 
Shaw-Walker Co. 
Shredmaster Corp. ... 
Simonye, F. 
Smead Mfg. Co. ... ee 
Smith-Corona Marchant, ‘Inc. . 
Speed-O-Print Corp. ... ; 
Standard Change-Makers, Inc. . 
Standard Duplicating Machines mnie 
Staplex Co. .. is 
Stationers Loose Leaf Co. . 
Stein Bros, Mfg. Co, (Stebco) . 
Stevenson & Smith, inc. .. ) 
Stile-Craft Manufacturers, Inc. 
Storms Co., 
Supreme Sioat ‘Equipment Corp. 
Syntron Co, 


Tab Products Co. ... ween ; 

Tabulating Accessories Exchange. Inc. 174 
Teletype Corp. ........ 16, 17 
Thomas Collators, Inc. . ‘ 168, 169, 170, 171 
Tiffany Stand Co. nie 69 
Transkrit Corp, ... ; : 286 
Type Rite Corp. ..... 128 


Underwood Corp. 


Van Son Holland Ink Corp. 
Varityper Corp. 

Victor Adding Machine Co. 
Virginia Panel Corp. . 
Vogel-Peterson Co. . 


Wassell Organization, Inc. 
Watson Mfg. Co. 
Webster Co., F. S. . 

Webster Electric Co. 
Whiting-Plover Paper Co, 

Wilson Jones Co. . 

Wolber Duplicator & Supply Co. 


Yates Co. 
Yawman & Erbe Mfg. Co. 


Zip-O-Riter Products 




















It is reported that Chrysler Corp., the 
nation's third largest automobile manufacturer, is 
firing 8000 of its 30,000 white-collar workers ina 
permanent cut aimed at saving as much as $60 million 
in salaries. Simple division shows that these 8000 
office and clerical workers each represent $7500 
per year in office costs, and a projection of this 
would indicate that white-collar costs at Chrysler 
might reach nearly one-quarter billion, (In addi- 
tion, the corporation has laid off 10,000 of its 
70,000 hourly production workers, although these 
are “temporary layoffs" until the current lag in 
sales is over.) 

The reasoning behind the personnel cuts is 
that Chrysler has lost much of its 20% of the annual 
automobile market, down this year to nearly 11%. 
Chrysler officials believe that costs should be 
cut to fit the percentage of the market they sell, 
rather than the hoped-for percentage. Before the 
firings, Chrysler had a ratio of one white-collar 
worker for every 2 1/3 production workers. This now 
has been cut to one in approximately three—if the 
corporation rehires the full 10,000 production 
workers laid off, and if it can keep its offices 
functioning without having to rehire white-collar 
personnel. 

Corporate cost-cutting often begins with 
office workers, even though many firms try to cut 
down by simply not refilling jobs that become 
vacant. Although its ratio of white-collar to 
production workers seems high, as does its average 
cost per worker, it will be interesting to note 
how successful Chrysler is in this attempt to 
reduce its office force by nearly 27% at one fell 
swoop. 
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JUST 


with a 


DITTO’ 


BRAND 


FREE 
BOOK 


tells you how! 


101- WAYS 


DITTO DIRECT PROCESS 
DUPLICATORS 


For More Information 
Circle No. 470 














Oe 


. 


1/2 EACH 


DUPLICATOR 


Make up to 120 copies a minute of anything you can type, 
write, or draw—do it with a DITTO Brand Direct Process 
Duplicator for as little as ¥2-cent per copy! Duplicate up 
to five colors at a time on paper 3 x 5 inches to9 x 14 
inches, 16-pound to card stock; up to 300 clear copies 
from each master. 
New “No Pour” Fluid System on DITTO Brand Duplica- 
tors feeds fluid to the machine directly from the original 
gallon container. No splashing, no spilling, no clean-up, 
no waste! A signal tells you when to change containers. 
For full information on DITTO Brand Duplicators, mail 
coupon for FREE BOOK! 


*For paper and supplies bought in normal quantities. 
DITTO and (@W are registered trade marks (U.S. and foreign) of Ditto, Incorporated. 











Now Mr. Roytype has— 


THE MOST 
DURABLE 
COMPUTER 
TAPE 

EVER MADE! 


Plus other Roytapes especially designed for your data processing equipment 


Your Mr. Roytype has done it again . . . come through with the most 
durable tape available for your modern business machines. This per- 
forator tape is made by laminating paper to tough Mylar* plastic film. 
It will far outlast any paper tape. But, leave it to Roytype to provide 
several kinds of Roytape .. . to have on hand, for your best interests, 
just exactly the Roytape for your specific jobs and equipment. 

Whether you require oiled tape or the non-bleeding unoiled kind, 
rolls or folded, regular weight paper or heavy duty Master tape paper, 
your Roytype representative has it ... and can get it to you next to 
immediately. Ask him to help you. That’s his job. 


** Mylar”’ is the registered trade-mark of the DuPont Company 





26008 Send us the handy coupon 


® 
ROYAL Royal McBee Corp., Port Chester, N. Y. 


Please have our Mr. Roytype show me the kinds of A complete line 
Roytape available for my computing machines. of business supplies 
... expert help 
Name ... and the fastest 

Cc y service, too. 


P 








Address 


e — ROYTYPE 

















For More Information Circle No. 382 























